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REPORT  OF  THE  COMMITTEE  OX   EFFICIENCY  AND 
ECONOMY  IN  THE  DEPARTMENT  OF  AGRICULTURE. 


U.  S.  Department  of  Agriculture, 

Office  of  the  Secretary, 
Washington,  D.  C,  June  1^  1911. 
The  honorable  the  Secretary  of  Agriculture. 

Sir:  On  September  29,  1910,  you  appointed  a  committee  on  econ- 
omy and  efficiency  to  investigate  business  methods  in  the  Department 
of  Agriculture  in  Washington,  to  report  present  conditions  to  you, 
and  to  recommend  such  changes  as,  in  the  opinion  of  the  committee, 
might  seem  desirable.  The  committee  appointed  by  you  on  that  date 
consisted  of  Mr.  George  P.  McCabe,  Solicitor  of  the  Department  of 
Agriculture ;  Mr.  A.  Zappone,  Chief  of  the  Division  of  Accounts  and 
Disbursements ;  Mr.  James  B.  Adams,  Assistant  Forester ;  Mr.  C.  C. 
Carroll,  chief  clerk  of  the  Bureau  of  Animal  Industry;  and  Mr. 
Jasper  Wilson,  private  secretary  to  the  Secretary  of  Agriculture. 
Subsequently  you  added  to  this  committee  Mr.  C.  C.  Clark,  chief 
clerk  of  the  department. 

The  committee  proceeded  at  once  to  organize,  and  subcommittees 
were  appointed.  Schedules  of  questions  on  different  topics  were  pre- 
pared and  forwarded  to  the  bureaus,  offices,  and  divisions.  When 
the  answers  were  received  they  were  carefully  scrutinized  by  the  sub- 
committees and  by  the  whole  committee,  and  this  study  was  supple- 
mented in  every  case  by  personal  investigations  by  one  or  more  mem- 
bers of  the  committee  in  the  bureaus,  offices,  and  divisions  involved. 

While  this  work  was  in  progress  you  instructed  the  committee  to 
cooperate  to  the  fullest  possible  extent  with  the  President's  Com- 
mission on  Efficiency  and  Economy.  This  has  been  done  and  an 
immense  amount  of  information  has  been  furnished  to  and  a  great 
deal  of  critical,  analytical,  and  constructive  work  has  been  done  for 
the  President's  commission  by  the  members  of  the  committee  and  by 
other  officers  and  employees  of  the  Department  of  Agriculture. 

It  is  not  considered  necessary  to  develop  more  fully  in  this  letter 
the  methods  pursued  by  the  committee  in  securing  the  information  as 
to  business  methods  in  the  department,  nor  to  enumerate  the  subjects 
which  have  been  covered,  since  these  latter  sufficiently  appear  in  the 
body  of  the  report  which  is  herewith  submitted  for  your  considera- 
tion. 
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It  should  be  said  that,  while  recommendations  for  changes  are 
made  by  the  committee,  most  of  these  changes  are  of  minor  importance 
and  show  that,  in  the  main,  the  work  of  the  Department  of  Agri- 
culture is  administered  in  an  economical  and  efficient  manner.  The 
larger  business  activities  of  the  department  are  of  comparatively  re- 
cent origin,  and  the  officers  of  the  department  responsible  for  the 
organization  and  method  of  doing  business  have,  under  your  direc- 
tion, in  the  last  few  years,  from  time  to  time,  studied  and  reported 
upon  similar  activities  in  the  other  departments  of  the  Government 
and  in  large  corporations,  and  where  the  plans  and  methods  observed 
would  fit  in  with  the  work  of  the  Department  of  Agriculture  these 
plans  and  methods  haA^e  been  adopted  as  found  or  have  first  been 
modified  and  changed  to  meet  departmental  conditions.  In  the 
opinion  of  the  committee  this  explains  why  the  business  methods  of 
the  department  are,  in  general,  economical,  adequate,  and  efficient. 
From  the  above  it  should  not  be  inferred  that  there  is  not  room  for 
improvement.  On  the  contrary,  changes  in  detail  can  be  made  which 
will  result  in  still  more  economical  and  efficient  administration  of  the 
business  affairs  of  the  department. 

The  committee  has,  of  course,  undertaken  no  investigation  into  the 
scientific  work  of  the  department,  that  subject  being  fully  covered 
in  the  report  of  the  bureau,  office,  and  division  chiefs,  which  is  pub- 
lished and  available  for  the  use  of  those  who  may  wish  to  see  it. 

The  committee  has  met  with  the  most  hearty  cooperation  from  the 
heads  of  the  bureaus,  offices,  and  divisions.  It  would  have  been  im- 
possible for  the  committee  to  have  collected,  collated,  and  digested 
the  information  which  is  presented  to  you  in  this  report  if  it  had  not 
received  such  help.  The  assistance  which  was  given  by  the  bureaus, 
offices,  and  divisions  was  given  cheerfully  and  freely. 

This  report  is  a  fair  and  accurate  presentation  of  conditions  in  the 
Department  of  Agriculture.  Nothing  has  been  glossed  over,  nothing 
magnified.  The  committee  has  the  data  to  support  every  statement 
made. 

It  is  respectfully  suggested  that  notice  of  such  changes  as  are 
recommended  by  the   committee   and   which   receive  your   approval 
should  be  communicated  to  the  administrative  officers  of  the  depart- 
ment in  order  that  thej7  may  be  put  into  effect. 
Very  respect fully, 

(Signed)  Geo.  P.  McCabe,  Chairman.. 

(Signed)  A.  Zappone, 

(Signed)  James  B.  Adams, 

(Signed)  C.  C.  Carroll, 

(Signed)  Jaspeb  AVilson, 

'  (Signed)  C.  C.  Clark, 

Members  of  the  Committee. 


U.  S.  Department  of  Agriculture, 

Office  of  the  Secretary, 
Washington,  D.  C,  June  21,  1911. 
This  report  is  approved  and  the  chiefs  of  bureaus,  offices,  and  in- 
dependent divisions  and  the  chief  clerk  of  the  department  are  directed 
to  put  into  effect  at  once  the  recommendations  of  the  committee  on 
economy  and  efficiency. 

James  Wilson,  Secretary. 
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ACCOUNTING. 

GENERAL  SUMMARY. 

Record  system. — Both  card  and  book  systems  have  been  in  use  in  the 
department  for  several  years  for  the  purpose  of  recording  liabilities 
and  expenditures.  The  card  system  has  been  found  better  adapted 
to  the  large  bureaus,  and  the  book  system  to  the  smaller  bureaus. 

Audit. — Auditing  of  accounts  in  the  bureaus,  except  in  the  Forest 
Service  and  the  Weather  Bureau,  is  administrative,  and  although  in 
these  two  a  technical  audit  is  in  force,  it  is  done  under  the  direction 
of  an  official  of  the  Division  of  Accounts.  The  accounts  of  all  the 
bureaus  receive  technical  audit  by  the  Division  of  Accounts  before 
payment. 

Personnel. — The  clerks  employed  in  accounting  work  number  38. 
Because  of  the  fact  that  some  of  them  work  only  on  part  time,  the 
equivalent  is  28  clerks  working  full  time.  Those  employed  in  audit 
work  number  29.  1  of  whom  works  only  part  time. 

Efficiency. — There  is  no  duplication  of  the  work  of  the  Division  of 
Accounts  in  the  work  done  in  the  various  bureaus,  which  is  done  only 
in  order  to  check  the  accounts  passed  by  them  with  the  accounts  paid 
by  the  disbursing  clerk. 

Examinations. — Quarterly  examinations  of  accounts  paid  by  the 
disbursing  clerk  are  made  by  the  bureaus  for  checking  purposes,  and 
that  officer  makes  occasional  examinations  of  the  bureau  records. 

(Detailed  questions  and  summary  of  answers  by  the  various  bureaus 
will  be  found  directly  after  the  recommendations  of  the  committee 
upon  this  subject.) 

RECOMMENDATIONS  OF  THE  COMMITTEE. 

While  it  is  believed  that  no  change  should  be  made  in  the  account- 
ing system,  which  has  proved  entirely  adequate  to  the  needs  of  the 
department,  or  in  any  of  the  regulations  affecting  the  same  at  this 
time,  because  of  the  inquiry  now  in  progress  under  the  President's 
orders,  in  reference  to  the  whole  subject  of  Government  finances,  the 
committee  desires  to  have  on  record  the  following  two  recommenda- 
tion-: 

i  1  )  That  the  employees  of  the  department,  when  traveling  on 
official  business,  be  granted  a  per  diem  allowance,  in  lieu  of  actual 
expenditures,  for.  subsistence,  the  amount  of  such  allowance  to  be 
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left  in  each  instance  to  the  discretion  of  the  Secretary  of  Agriculture. 
This  change  will  require  legislative  action,  and,  with  the  exception 
of  one  or  two  bureaus,  will  have  the  approval  of  the  whole  de- 
partment. 

The  following  is  suggested  for  insertion  in  the  agricultural  appro- 
priation bill : 

Hereafter,  when  employees  of  the  Department  of  Agriculture, 
either  on  lump  fund  or  statutory  rolls,  are  traveling  on  official  busi- 
ness in  the  United  States,  they  be  allowed  necessary  railroad  and 
steamboat  fares,  parlor  car,  sleeping  berth,  and  stateroom  on  steam- 
boats, livery  hire  and  stage  fare,  and  other  means  of  conveyance  be- 
tween points  not  accessible  by  railroad,  but  in  lieu  of  subsistence  and 
all  other  traveling  expenses  they  shall  receive  a  per  diem  allowance, 
to  be  fixed  bv  the  Secretary,  in  addition  to  their  regular  salaries, 
subject  to  such  rules  and  regulations  as  the  Secretary  of  Agriculture 
may  prescribe. 

It  is  believed,  if  this  recommendation  were  carried  out,  that  the 
audit  of  accounts  for  traveling  expenses  would  be  materially  simpli- 
fied and  the  work  more  economically  done. 

(2)  That,  in  each  of  the  larger  bureaus  with  outlying  field  stations, 
there  shall  be  appointed  one  or  more  administrative  examiners,  who 
shall,  at  such  times  as  may  be  deemed  advisable  by  the  chief  of 
bureau,  but  not  at  any  regular  or  stated  times,  visit  the  various  field 
stations  with  full  authority  to  examine  administratively  all  vouchers 
and  accounts,  and  all  supplies,  equipment,  etc.,  purchased,  and 
make  any  necessary  investigations  in  reference  thereto,  in  order  to 
report  to  the  chief  of  bureau  the  conditions  of  economy  and  effi- 
ciency in  the  field. 

QUESTIONS  AND  SUMMARY  OF  ANSWERS. 

1.  Describe  fully  the  system  of  books  or  cards  used  for  recording 
liabilities  and  expenditures. 

Two  general  systems  are  in  use  in  the  department  m  connection 
with  the  recording  of  liabilities  and  expenditures:  namely,  a  card 
system  and  a  book  system.  The  former,  on  account  of  its  greater 
elasticity,  has  been  found  to  be  better  adapted  to  the  needs  of  the 
larger  bureaus,  and  has  therefore  been  adopted  by  them,  while  the 
latter  has  sufficed  for,  and  is  therefore  in  general  use  in,  the  smaller 
bureaus.  Under  the  card  system  the  several  appropriations  are  sub- 
divided into  allotments,  and  as  different  items  of  liability  are  m- 
*  curred  under  the  various  allotments  they  are  recorded  on  the  appro- 
priate cards.  Entries  are  also  made  thereon  of  the  vouchers  m 
payment  of  the  liabilities  incurred.  A  summary  card  is  also  kept 
for  each  allotment,  showing  the  total  liabilities  and  the  unexpended 
balance  under  the'  allotment,  and  from  the  total  of  the  allotment 
summary  cards  the  total  unexpended  balance  under  the  appropriation 
can  be  'readilv  determined.  Wherever  found  desirable  the  card 
record  is  supplemented  bv  a  ledger  account  of  liabilities  summarized 
from  the  card  record,     the  book  system  in  general  use  among  the 
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smaller  bureaus  is  a  uniform  loose-leaf  system,  installed  several  years 
ago  by  the  Chief  of  the  Division  of  Accounts  and  Disbursements, 
and  consists  of  three  styles  of  sheets,  namely :  A  summary  of  liabili- 
ties sheet,  a  salary  sheet,  and  a  sheet  for  the  recording  of  all  ex- 
penditures other  than  for  salaries.  As  the  different  items  of  liability 
are  incurred,  they  are  entered  upon  the  proper  sheets ;  as  the  vouchers 
under  those  liabilities  are  received,  they  are  also  recorded  thereon, 
and  then  forwarded  to  the  Division  of  Acounts  and  Disbursements 
for  audit  and  payment.  The  summary  of  liabilities  sheet  is  divided 
into  three  columns,  which  cover  the  general  classes  of  liability, 
namely,  salaries,  authorizations,  and  requisitions.  The  totals  of  the 
items  of  liability  recorded  on  the  detailed  sheets  are  carried  forward 
to  the  summary  sheet,  and  the  total  of  this  summary  sheet  there- 
fore always  shows  the  total  of  the  liabilities  which  have  been  incurred 
against  any  appropriation. 

2.  How  long  has  the  system  been  in  use,  and  is  it  satisfactory  ? 
The  two  general  systems  described  above  have  been  in  use  for  a 

number  of  years  and  have  both  been  found  satisfactory,  the  card 
system  proving  better  adapted  to  the  requirements  of  the  larger 
bureaus. 

3.  What  audit  is  given  to  accounts  in  each  bureau  ?  Is  it  technical, 
executive,  or  both? 

With  the  exception  of  the  Forest  Service  and  the  Weather  Bureau, 
no  audit,  other  than  an  administrative  audit,  is  given  to  accounts. 
The  accounts  of  the  two  outlying  bureaus — the  Forest  Service  and 
the  Weather  Bureau — receive  a  technical  audit  in  those  bureaus,  but 
in  each  instance  the  auditing  force  is  under  the  immediate  supervi- 
sion and  direction  of  an  official  of  the  Division  of  Accounts  and  Dis- 
bursements, and  the  offices  are  branches  of  that  division.  This  ar- 
rangement is  to  expedite  the  settlement  of  accounts,  as  both  of  these 
bureaus  are  located  at  some  distance  from  the  main  department. 

4.  As  the  Division  of  Accounts  is  required  to  give  all  accounts  a 
technical  audit  before  payment,  should  not  the  audit  in  the  bureaus 
be  confined  solely  to  an  executive  audit? 

As  indicated  in  the  answer  to  question  3.  the  bureau  audits  are 
merely  administrative  in  character,  the  technical  audit  being  now 
made  in  the  Division  of  Accounts  and  Disbursements. 

5.  How  many  clerks  are  employed  in  whole  or  in  part  in  recording 
liabilities  and  expenditures? 

Clerks. 

Office  of  the  Secretary 1  (in  part). 

Weather  Bureau 4  (wholly  or  in  part). 

Bureau  of  Animal  Industry 3 

Bureau  of  Plant  Industry 3  (in  whole  or  in  part). 

Forest  Service 4  (also  12  in  the  district  offices  out- 
side of  Washington). 

Bureau  of  Chemistry 2  (part  of  time). 

Bureau  of  Soils l  (also  does  the  auditing  work). 

Bureau  of  Entomology 1  (also  does  the  auditing  work). 

Bureau  of  Biological  Survey 1  (in  part). 

Division   of  Accounts 11  (in  part). 

Division  of  Publications l 

Bureau  of  Statistics     1  (in  part). 

Library  of  Department 1  (one-sixth  of  time). 

Office  of  Experiment  Stations     3  (in  part). 

Office  of  Public  Roads l  (in  part). 
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A  total  of  38  clerks  a  whole  or  a  part  of  the  time,  equivalent  to 
an  estimated  number  of  28  clerks  working  full  time, 

6.  How  many  clerks  are  employed  in  whole  or  in  part  in  auditing 
accounts  ? 

Clerks. 

Weather  Bureau 4 

Bureau  of  Animal  Industry 3 

Bureau  of  Plant  Industry 2 

Forest  Service 3    (also  12  in  district  offices  outside 

of  Washington). 

Bureau  of  Chemistry 1    (part  of  time). 

Division  of  Accounts 16 

Total 29    (in  addition  to  which,  in  each  of 

the  smaller  bureaus,  a  portion 
of  the  time  of  1  clerk  is  devoted 
to  the  administrative  audit  of 
bureau  accounts). 

7.  Does  any  part  of  the  work  duplicate  the  work  of  the  Division 
of  Accounts  and  Disbursements  ? 

No  part  of  the  work  in  the  different  bureaus  duplicates  the  work 
in  the  Division  of  Accounts  and  Disbursements  as  at  present  organ- 
ized. The  bureaus  do,  however,  keep  a  record  of  the  accounts  that  are 
passed  to  the  disbursing  clerk  for  payment,  not  only  that  they  may 
have  a  record  of  those  which  have  been  approved  and  passed  by  them, 
but  also  to  enable  them  to  check  the  payments  made  by  the  disbursing 
clerk,  abstracts  of  which  are  forwarded  to  the  bureaus  at  the  end  of 
each  quarter  for  that  purpose. 

8.  Are  the  voucher  forms  satisfactory,  or  do  you  recommend 
changes  therein  ? 

The  Bureau  of  Plant  Industry  suggests  that  a  place  should  be  pro- 
vided on  Form  3  for  payments  made  under  letters  of  authorization, 
in  accordance  with  a  recent  ruling  of  the  Auditor  for  the  State  and 
Other  Departments. 

The  Bureau  of  Chemistry  calls  attention  to  the  fact  that  in  the  line 
to  be  signed  by  the  payee  on  the  Form  3  voucher  for  salary  and  on 
the  Form  A  voucher  for  supplies,  the  expression  "  Not  to  be  signed  in 
duplicate  "  often  proves  misleading  in  that  the  payee,  regarding  the 
insertion  of  his  name  at  the  top  of  the  voucher  as  a  signature,  for- 
wards the  voucher  to  the  department  without  signature  on  the  proper 
signature  line.  The  bureau  suggests  that  in  lieu  of  the  phrase  "  Not 
to  be  signed  in  duplicate  "  on  Form  3  there  should  be  inserted  a 
phrase  "  Payee  sign  here,  see  paragraph  10  on  back  " ;  and  that  the 
phrase  "  Not  to  be  signed  in  duplicate  "  on  Form  A  should  be  changed 
to  read  "  Payee  sign  here,  see  paragraphs  7,  8,  and  9  on  back."  Thus 
not  only  will  the  signature  invariably  be  secured,  but  said  signature 
will  be  in  proper  form;  that  is,  will  agree  in  form  with  the  name  as 
given  at  the  top  of  the  voucher. 

The  Bureau  of  Statistics  suggests  that  the  note  now  appearing  on 
vouchers  to  the  effect  that  they  should  be  forwarded  to  the  Chief  of 
the  Division  of  Accounts  should  be  superseded  by  a  note  to  the  effect 
that  they  should  be  forwarded  to  the  bureau  concerned.  The  same 
criticism  is  made  in  connection  with  transportation  requests. 

All  of  the  other  bureaus  of  the  department  express  themselves  as 
satisfied  with  the  present  voucher  forms. 
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9.  Do  the  bureaus  make  a  quarterly  examination  of  the  accounts 
paid  by  the  disbursing  clerk  to  see  that  the  payments  agree  with  their 
records,  and  does  the  disbursing  clerk  make  an  examination  of  their 
records  ? 

The  bureaus  make  quarterly  examinations  of  the  abstracts  of  dis- 
bursements forwarded  to  them  by  the  disbursing  clerk,  who.  in  turn, 
under  a  special  order  of  the  Secretary,  makes  an  occasional  examina- 
tion of  their  records. 

10.  What  suggestions,  if  any,  have  you  to  make  to  improve  the 
present  system  of  accounting? 

The  bureaus  are  of  the  opinion  that  the  system  is  satisfactory,  and 
recommend  no  changes  therein. 


APPOINTMENTS. 

GENERAL   SUMMARY. 

Personnel. — There  were,  on  October  1,  1910,  approximately  11,063 
"  commissioned  "  employees  in  the  department.  In  practically  all 
bureaus  the  method  adopted  in  securing  employees  for  classified 
positions  has  been  to  make  request  on  the  Civil  Service  Commission 
for  the  certification  of  eligibles,  from  which  list  a  selection  is  made, 
accompanied  by  a  recommendation  to  the  Secretary  that  said  eligible 
be  appointed.  In  cases  of  unclassified  positions  recommendation  is 
made  to  the  Secretary  to  appoint  persons  selected  by  the  bureau.  In 
the  Biological  Survey,  when  it  is  desired  to  fill  an  unclassified 
scientific  position,  the  Civil  Service  Commission  is  requested  to  hold 
a  special  examination,  after  which  selection  is  made  in  the  usual 
way.  Employees  are  also  often  secured  by  transfer  from  other 
bureaus  or  departments. 

Records. — All  bureaus,  except  three  or  four,  which  have  only  a 
comparatively  few  employees,  maintain  a  card  system  showing  a 
correct  list  of  employees,  and,  either  in  connection  therewith  or  in 
some  other  manner,  maintain  also  a  record  of  the  service  history  of 
each  employee,  as  well  as  records  according  to  the  fund  employed 
under  and  the  station  employed  at  and  under  such  other  miscel- 
laneous headings. 

Correspondence. — Correspondence  in  the  bureaus  with  reference  to 
appointments,  promotion,  demotion,  details,  commendation,  and  dis- 
cipline is  usually  handled  by  one  office  or  division  thereunder,  and  is 
filed  in  the  main  office,,  a  copy  thereof  being  retained. 

Employees  in  appointment  work. — Apart  from  the  Office  of  the  Secre- 
tary, where  there  are  14  engaged  in  work  pertaining  to  appointments, 
the  Bureau  of  Animal  Industry,  where  there  are  three  so  employed, 
and  the  Forest  Service,  where  there  are  two  so  employed,  the  time 
of  employees  so  occupied  is  very  small  and  in  most  cases  practically 
negligible. 

(Detailed  questions  and  summary  of  the  answers  by  the  various 
bureaus  will  be  found  directly  after  the  recommendations  of  the  com- 
mittee.) 

RECOMMENDATIONS   OF   THE   COMMITTEE. 

(1)  It  is  noted  that  the  Weather  Bureau  prints  a  roster  of  its 
employees  and  officials.  It  is  recommended  that  this  be  discontinued 
for  two  reasons:  First,  because  it  can  not  be  accurate  for  any  con- 
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siderable  part  of  the  year ;  second,  because  of  its  effect  on  the  minds 
of  employees  into  whose  hands  it  may  fall. 

(2)  As  all  the  bureaus  have  practically  the  same  needs  on  questions 
concerning  employees,  it  is  recommended  that  a  uniform  set  of  records 
be  devised  and  put  into  use  in  all  the  bureaus. 

(3)  It  is  recommended  that  the  number  of  designations  of  em- 
ployees in  the  department  be  reduced  by  reclassification  as  rapidly 
as  possible,  especially  when  making  new  appointments  and  when 
changes  become  necessary  in  the  present  status  of  employees,  e.  g., 
an  employee  engaged  in  dairy  industry  should  be  designated  under 
dairyman,  junior  dairyman,  or  senior  dairyman,  although  in  any 
one  of  these  classifications  there  may  be  employees  qualified  in  dairy 
bacteriology,  dairy  chemistry,  market  milk  investigations,  dairy 
farming,  etc.  This  matter  was  treated  by  General  Order  No.  126, 
dated  September  3,  1908,  but  that  order  has  apparently  not  been 
strictly  observed. 

(4)  It  is  recommended  that  in  making  appointments  on  the  lump 
funds  the  salaries  be  fixed  in  multiples  of  12,  and  evenly  divisible  by 
5  or  10. 

(5)  It  is  recommended  that  all  oaths  of  office,  personal  statement 
sheets,  efficiency  reports,  and  papers  relating  to  charges,  in  fact,  all 
documents  pertaining  to  employees,  be  filed  in  the  office  of  the  ap- 
pointment clerk,  as  at  present,  if  the  facilities  of  the  appointment 
clerk's  office  are  found  to  be  adequate;  otherwise,  that  for  the  pres- 
ent they  be  retained  in  the  bureau  interested. 

(6)  It  is  recommended  that  letters  from  the  Civil  Service  Com- 
mission be  jacketed  to  the  bureaus  interested,  and,  after  action,  re- 
turned to  the  appointment  clerk  for  file,  and  that  letters  to  the  Civil 
Service  Commission  for  the  signature  of  the  Secretary  may  be  pre- 
pared by  the  bureau,  office,  or  division  interested,  but  that' all  such 
letters  shall  be  submitted  to  the  appointment  clerk  for  initial  before 
being  forwarded  to  the  Secretary  for  signature. 

(T)  It  is  recommended  that  all  appointments,  promotions,  etc.,  in 
each  of  the  following  bureaus,  Weather  Bureau  and  Bureau  of  Ani- 
mal Industry,  be  made  on  one  blanket  form  for  each  bureau ;  also  that 
all  appointments,  promotions,  etc.,  for  the  rest  of  the  department  be 
combined  on  one  other  blanket  form,  thus  making  only  three  appoint- 
ment papers  for  the  signature  of  the  Secretary  each  day. 

(8)  It  is  recommended  that  all  appointments,  except  those  to 
statutory  positions,  be  made  to  read  "  payable  from  the  lump  appro- 
priation (of  the  particular  bureau)  to  which  the  salary  is  properly 
chargeable."  (This  is  the  case  now  with  the  Forest  Service,  and  a 
vast  amount  of  clerical  work  done  now  in  the  case  of  the  other  bu- 
reaus in  issuing  new  commissions  whenever  an  employee  is  changed 
from  one  appropriation  to  another  could  be  eliminated  by  the  adop- 
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tion  of  this  practice.)     Further,  that  per  diem  employees  be  commis- 
sioned for  days  actually  employed. 

(9)  It  is  recommended  that  the  various  bureaus  take  up  with  the 
appointment  clerk  the  manner  of  submitting  appointment  papers  in 
order  to  reduce  as  much  as  possible  the  requirements  for  elaborate 
communications,  stating  the  reasons  for  action. 

QUESTIONS  AND  SUMMARY  OF  ANSWERS. 

1.  How  many  employees  in  your  bureau  October  1,  1910,  approxi- 
mately ? 

Office  of  the  Secretary,  211 ;  Weather  Bureau,  801 ; x  Bureau  of 
Animal  Industry,  3,206;  Bureau  of  Plant  Industry,  1,492;  Bureau  of 
Chemistry,  178 ;  Forest  Service,  3,346 ;  Bureau  of  Soils,  137 ;  Bureau 
of  Entomology,  619;  Bureau  of  Biological  Survey,  58;  Bureau  of 
Statistics,  161;  Office  of  Experiment  Stations,  170;  Division  of  Pub- 
lications, 193;  Library,  22;  Office  of  Public  Roads,  114;  Division  of 
Accounts  and  Disbursements,  52 :  Total  "  commissioned  "  employees, 
11,063. 

2.  When  an  employee  is  needed,  what  is  your  first  step?  Fol- 
lowing steps? 

Eleven  bureaus,  viz,  Weather  Bureau,  Bureau  of  Animal  Industry, 
Bureau  of  Plant  Industry,  Bureau  of  Chemistry,  Forest  Service, 
Bureau  of  Soils,  Office  of  Experiment  Stations,  Division  of  Publica- 
tions, library,  Office  of  Public  Roads,  and  Bureau  of  Entomology 
have  the  following  procedure :  In  classified  positions  request  is  made 
on  the  Civil  Service  Commission,  through  the  Secretary,  for  certifi- 
cation of  eligibles.  After  a  selection  it  is  recommended  to  the  Sec- 
retary to  appoint  the  person  selected.  In  unclassified  positions  rec- 
ommendation is  made  to  the  Secretary  to  appoint  a  person  selected 
by  the  bureau.  The  Bureau  of  Statistics  and  the  Office  of  the  Secre- 
tary give  preference  to  the  transfer  of  employees  from  other  bureaus 
and  departments.  The  Division  of  Accounts  and  Disbursements  fol- 
lows both  the  procedures  above  set  forth ;  and  the  Bureau  of  Biologi- 
cal Survey,  in  addition  to  the  procedure  followed  by  the  majority 
of  the  bureaus,  requests  the  Civil  Service  Commission  to  hold  a 
special  examination  in  reference  to  unclassified  scientific  positions. 

3.  Does  your  bureau  prepare  for  the  Secretary's  signature  all 
papers,  original  commissions,  promotions,  demotions,  transfers  from 
fund  to  fund,  furloughs,  separations,  etc.,  or  are  such  papers  made  in 
the  Secretary's  office  on  your  recommendation? 

The  Weather  Bureau  makes  out  all  papers.  The  Bureau  of  Animal 
Industry  makes  all  papers,  except  those  for  the  transfer  from  one 
bureau  to  another,  in  which  case  recommendation  is  made  to  the 
Secretary  that  the  transfer  be  made  with  the  concurrence  of  the 
other  bureau.  In  the  13  other  bureaus  all  papers  are  made  in  the 
Office  of  the  Secretary  by  the  appointment  clerk. 

4.  What,  if  any,  records  are  maintained  by  your  bureau  enabling 
you  on  a  given  date  to  produce  a  correct  list  of  employees,  giving 
present  salary,  and  elate  effective,  and  does  such  record  carry  a  com- 
plete history  of  each  employee's  connection  with  the  bureau? 

1  The  Weather  Bureau  has  some  "  noncommissioned "  employees  and  some  "  without 
pay."     The  Bureau  of  Statistics  also  has  a  few  who  serve  without  pay. 
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The  Forest  Service  and  Division  of  Publications  keep  a  card  record, 
supplemented  by  other  miscellaneous  records.  The  Bureau  of  Bio- 
logical Survey,  the  Library,  and  the  Division  of  Accounts  and  Dis- 
bursements, having  a  comparatively  small  number  of  employees, 
keep  no  record  other  than  the  regular  files  necessary  for  the  office 
work.     All  other  bureaus  keep  a  card  record. 

5.  TYnat,  if  any,  record  does  your  bureau  maintain  showing  the 
character  of  service  rendered  by  employees ;  that  is,  can  you  produce 
from  your  records  a  complete  service  history  of  an  employee  showing 
efficiency,  reprimands,  and  commendations  by  immediate  superiors, 
etc.? 

All  bureaus,  except  the  Bureau  of  Soils.  Bureau  of  Biological  Sur- 
vey, Library.  Office  of  Public  Roads,  and  the  Division  of  Accounts 
and  Disbursements,  maintain  some  kind  of  service  history  of  each 
employee. 

6.  Is  such  record  as  last  mentioned  kept  in  the  office  of  the  ap- 
pointment clerk  of  the  department  ? 

Practically  all  the  bureaus  that  maintain  such  records  keep  them 
in  their  own  files. 

7.  Do  you  prepare  for  your  bureau  (a)  the  report  which  is  pub- 
lished in  the  annual  report  of  the  appointment  clerk,  (b)  the  report 
published  in  the  Blue  Book,  (c)  the  report  of  employees  which  accom- 
panies the  estimates  ? 

About  half  the  bureaus,  namely,  Weather  Bureau.  Bureau  of  Ani- 
mal Industry.  Bureau  of  Plant  Industry.  Bureau  of  Chemistry.  For- 
est Service.  Bureau  of  Entomology,  and  Office  of  Experiment  Stations 
prepare  practically  all  these  reports.  The  office  of  the  Secretary  pre- 
pares all  but  the  report  accompanying  the  estimates;  the  Bureau  of 
Biological  Survey  and  the  Division  of  Accounts  prepare  none :  the 
Bureau  of  Statistics.  Division  of  Publications,  and  Office  of  Public 
Roads  prepare  only  the  report  accompanying  the  estimates:  and  the 
Library  prepares  the  report  accompanying  estimates  and  partly  that 
published  in  the  Blue  Book. 

8.  How  many  and  what  separate  records  are  maintained  by  your 
bureau  of  employees — e.  g.,  alphabetical,  by  funds,  by  stations,  for 
administrative  purposes  in  assignments  and  in  auditing  accounts? 

All  but  the  Library,  Office  of  Public  Roads,  and  Division  of  Ac- 
counts and  Disbursements  keep  alphabetical  records;  all  but  the 
Bureau  of  Chemistry.  Bureau  of  Soils.  Division  of  Publications,  the 
Library,  and  the  Division  of  Accounts  and  Disbursements  keep 
"  fund  "  records;  and  the  Weather  Bureau,  Bureau  of  Animal  Indus- 
try. Bureau  of  Chemistry,  Forest  Service.  Office  of  Experiment  Sta- 
tions. Division  of  Accounts  and  Disbursements  keep  "  station  "  records- 

9.  Indicate  what  correspondence  you  handle  with  regard  to  appoint- 
ments or  with  regard  to  your  employees. 

All  bureaus  conduct  their  own  correspondence  on  such  matters,  with 
the  exception  of  the  office  of  the  Solicitor,  in  the  office  of  the  Secre- 
tary, which  conducts  its  own  correspondence  of  this  character. 

10.  Is  all  correspondence  pertaining  to  employees  handled  in  one 
office  or  by  the  various  divisions  or  sections,  and  where  is  such  corre- 
spondence filed  I 

In  all  bureaus,  except  the  office  of  the  Secretary.  Bureau  of  Ani- 
mal Industry.  Forest  Service,  and  Office  of  Public  Roads,  all  such 
correspondence  is  handled  in  one  office.     In  the  Bureau  of  Animal 
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Industry  it  is  handled  mainly  in  the  appointment  section.  In  the 
Forest  Service  it  is  handled  in  the  various  branches.  In  the  office  of 
the  Secretary  it  is  handled  in  the  different  offices.  In  the  Office  of 
Public  Roads  it  is  handled  by  the  chief  clerk  and  division  officers. 

11.  Indicate  what  correspondence  relative  to  employees  is  carried 
on  by  the  bureau  and  where  is  such  correspondence  filed  ?  If  in  the 
Secretary's  office,  what  record  do  you  maintain  of  such  correspondence  ? 

Such  correspondence  is  conducted  along  the  following  lines:  Pro- 
motion, demotion,  transfer,  commendation,  discipline,  appointment, 
and  miscellaneous:  and  when  the  correspondence  is  filed  in  some 
other  office  a  carbon  copy  is  retained  in  the  bureau  involved. 

12.  How  many  employees  are  engaged  in  work  pertaining  to  ap- 
pointments and  details?  Give  grade  and  salary.  Estimate  for  clerks 
engaged  but  a  part  of  time  on  this. 

In  the  office  of  the  Secretarv  there  are  14  so  employed :  Two  at 
$720;  3  at  $900;  2  at  $1,000;  2  at  $1,200;  2  at  $1,100;  1  at  $1,600;  1  at 
$1,800 ;  and  1  at  $2.000 ;  making  a  total  of  $16,310.  In  the  Bureau  of 
Animal  Industry  there  is  1  employed  at  $1,000  and  2  at  $1,200;  in  the 
Forest  Service.  1  at  $960,  1  at  $L200.  In  the  Weather  Bureau  there 
are  4  at  salaries  ranging  between  $1,200  and  $1,300.  each  of  whom 
gives  about  one-third  of  his  time.  In  the  other  bureaus  the  total 
amount  of  time  given  to  this  work  is  very  small  and  can  only  be 
approximately  estimated. 

13.  How  much  floor  space  is  occupied  by  your  force  and  records? 

Office  of  the  Secretary,  992  square  feet ;  Bureau  of  Animal  Indus- 
try, about  200  square  feet ;  Bureau  of  Plant  Industry.  120  square  feet; 
Forest  Service,  about  200  square  feet.  The  other  bureaus  report  a 
very  small  amount,  difficult  to  approximate. 

100991—11 2 


APPROPRIATION  ESTIMATES. 

GENERAL   SUMMARY. 

Data. — Necessary  information  for  use  in  making  recommendations 
for  increases  or  decreases  in  appropriations  is  obtained  by  the  larger 
bureaus  by  sending  out  either  printed  blanks  or  letters  in  reference 
to  the  desired  data,  which,  when  returned,  are  passed -upon  by  the 
bureau  chief.  In  the  smaller  bureaus  the  necessary  facts  are  within 
the  knowledge  of  the  bureau  chief  from  personal  observation. 

Method. — In  most  of  the  bureaus,  both  the  larger  and  the  smaller, 
in  collecting  and  digesting  the  information,  a  definite  plan  of  pro- 
cedure is  followed,  based  upon  the  experience  obtained  in  like  work  in 
previous  years,  and  in  cases  where  field  service  is  involved,  this  is 
done  only  after  conference  between  the  chief  of  the  bureau,  who  is  in 
regular  receipt  of  progress  reports  from  the  field,  and  the  official  in 
charge  of  the  field  work.  Estimates  are  then  submitted  on  printed 
blanks  furnished  by  the  Division  of  Accounts. 

(Detailed  questions  and  summary  of  answers  by  the  various  bu- 
reaus will  be  found  directly  after  the  recommendation  of  the  com- 
mittee on  this  subj  ect. ) 

RECOMMENDATIONS   OF   THE   COMMITTEE. 

In  view  of  the  fact  that  this  subject  is  under  special  investigation 
by  the  President's  Commission  on  Economy  and  Efficiency,  the  com- 
mittee believes  that  it  is  not  desirable  to  make  any  recommendations 
at  this  time. 

QUESTIONS  AND  SUMMARY  OF  ANSWERS. 

1.  What  practice  is  followed  in  obtaining  information  on  which  to 
base  recommendations  for  an  increase  or  decrease  in  the  appropria- 
tions for  the  department  ? 

As  a  rule,  in  the  larger  bureaus  of  the  department,  subordinate 
chiefs  prepare  memoranda  for  the  use  of  the  chief  of  bureau,  who 
also  consults  with  them  personally.  In  the  smaller  bureaus  the  chief 
keeps  in  sufficient  touch  with  the  details  to  be  able  to  submit  his 
estimates  intelligently  from  facts  gained  by  personal  observation. 

2.  Are  printed  blanks  used  for  the  purpose  of  collecting  the  in- 
formation, or  is  it  obtained  by  letter? 

The  Forest  Service  is  the  only  bureau  which  uses  printed  blanks  in 
collecting  information  regarding  estimates.     The  other  larger  bu- 
reaus of   the  department   secure  the   information   through    formal 
18 
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letters  or  less  formal  memoranda.  The  smaller  bureaus  as  a  rule 
do  not  even  collect  memoranda,  but  rely  entirely  upon  the  detailed 
information  in  possession  of  the  head  of  the  bureau. 

3.  How  does  each  bureau  digest  the  information  collected  and 
arrive  at  its  conclusion? 

Usually  the  information  collected  is  digested  by  die  chief  of  bu- 
reau personally.  He  also  consults  with,  and  is  advised  by  his  sub- 
ordinate chiefs.  In  the  larger  bureaus  the  relative  importance  of  the 
many  projects  involved  is  considered,  and  as  soon  as  it  has  been  de- 
cided how  much  work  will  be  advisable  under  a  certain  project  during 
the  coming  year  the  estimated  cost  thereof  can  usually  be  determined 
quite  accurately  by  comparing  with  the  work  done  and  the  cost  thereof 
during  preceding  years. 

4.  As  only  two  or  three  months  of  the  current  fiscal  year  have 
elapsed  at  the  time  estimates  of  appropriations  are  submitted  for  the 
next  fiscal  year,  how  does  each  bureau  arrive  at  the  cost  of  work 
then  under  way  or  to  be  taken  up  so  as  to  be  able  to  anticipate  an  in- 
crease or  decrease  for  the  next  fiscal  year? 

The  bureaus  quite  generally  agree  that  the  estimates  submitted  by 
them  conservatively  anticipate  the  needs  of  the  bureaus  during  the 
period  covered  by  the  estimates.  The  estimates  are  based  largely 
upon  the  experience  gained  in  conducting  investigations  of  the  same 
kind  or  of  a  similar  sort  in  the  past.  In  the  Bureau  of  Soils,  for  ex- 
ample, it  is  known  just  about  exactly  how  much  a  certain  amount  of 
soil  survey  work  will  cost  in  any  particular  State,  and  it  is  therefore 
an  easy  matter  to  determine  the  financial  needs  of  the  bureau  for  any 
given  period,  the  amount  of  soil  survey  work  to  be  performed  during 
that  period  having  been  decided  upon. 

5.  Is  the  information  as  a  rule  only  an  approximation  of  the  needs 
of  each  bureau,  or  it  is  ba^ed  on  some  definite  plan  of  procedure? 

The  bureaus  generally  claim  that  their  estimates  are  based  upon 
a  definite  plan  of  procedure  rather  than  that  they  are  mere  ap- 
proximations. A  few  of  the  bureaus  state  that  their  estimates  are 
approximations. 

6.  When  work  on  a  particular  project  is  being  conducted  solely  in 
the  field,  is  the  estimate  based  on  the  estimate  of  the  official  in  charge 
of  the  work,  or  on  the  judgment  of  the  chief  of  bureau  as  to  the 
amount  that  should  be  devoted  to  the  same  during  the  next  fiscal 
year  ? 

7.  How  are  the  results  of  such  work  checked  to  ascertain  whether 
the  cost  of  the  same  during  the  preceding  fiscal  year  has  been  justi- 
fied? If  no  results  have  been  obtained  on  a  project,  is  it  wise  to  ask 
for  additional  money  to  extend  that  project,  or  to  continue  investiga- 
tions indefinitely  on  the  same,  in  many  cases  only  to  find  that  no  re- 
sults are  possible? 

All  of  the  bureaus  require  progress  reports  on  field  projects,  and  in 
the  case  of  some  bureaus  these  are  supplemented  by  an  inspection 
system  or  a  project  committee.  Usually  a  project  which  has  been 
unproductive  of  results  during  the  year  is  discontinued  at  the  end 
thereof  unless  there  is  reason  to  believe  that  desired  results  can  ulti- 
mately be  accomplished. 

8.  In  what  manner  are  the  estimates  of  appropriations  submitted 
to  the  Secretary?    Are  printed  blanks  furnished  for  the  purpose? 
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On  printed  blanks  supplied  for  the  purpose  by  the  Division  of  Ac- 
counts and  Disbursements. 

9.  Have  you  any  suggestions  to  make  with  a  view  of  reducing  the 
amount  of  the  appropriations?  That  is.  is  any  unnecessary  work  be- 
ing done,  can  the  cost  of  any  work  be  reduced,  or  is  there  any  dupli- 
cation of  work? 

The  Division  of  Publications  says :  ww  There  is  a  considerable 
amount  of  editorial  work,  proofreading,  preparation  of  copy,  photo- 
graphic work,  drafting,  and  distribution  of  documents  now  being 
done  in  various  bureaus,  divisions,  and  offices  of  the  department  in 
duplication  of  the  work  done  in  this  division.  If  all  such  work  were 
concentrated  here,  where  it  properly  belongs,  it  is  possible  that  a 
slight  increase  in  the  force  and  in  the  appropriation  might  be  neces- 
sary, but  on  the  Avhole  the  appropriation  now  made  for  such  work 
would  be  very  greatly  reduced. "  All  of  the  other  bureaus  of  the  de- 
partment say  that  they  are  constantly  on  the  alert  to  avoid  duplica- 
tion of  work  or  unnecessary  work:  and  as  most  of  them  aver  that  the 
appropriations  for  their  use  are  inadequate,  they  make  no  suggestions 
with  a  view  of  reducing  the  present  amount  of  ^uch  appropriations. 


BUILDINGS. 

GENERAL   SUMMARY. 

Buildings  rented. — At  the  present  time  there  are  32  buildings  rented 
wholly  or  partly  by  the  department  in  the  District  of  Columbia. 
These  buildings  and  quarters  contain  approximately  209,835  square 
feet  of  floor  space,  for  which  the  annual  rental  charges  aggregate 
$09,929. 

Buildings  owned. — There  are  10  buildings  and  a  number  of  green- 
houses owned  by  the  department  in  the  District  of  Columbia,  all  of 
which,  with  the  exception  of  two  located  at  Twenty-fourth  and  M 
Streets  NW..  occupied  by  the  Weather  Bureau,  ara  on  the  depart- 
ment reservation.  These  buildings  contain  approximately  337,805 
square  feet  of  floor  space,  and  their  approximate  value  is  $1,879,000. 

In  1903.  when  Congress  appropriated  for  a  new  building  for  this 
department  in  the  District  of  Columbia,  the  department  was  occupy- 
ing 137,963  square  feet  of  floor  space,  of  which  75,771  square  feet 
was  in  rented  quarters,  and  the  department  was  at  that  time  paying 
$21,700  annually  for  rent.  Since  that  date  the  amount  of  floor  space 
occupied  by  the  department  has  increased  to  547,640  square  feet,  an 
increase  of  297  per  cent.  Rentals  have  likewise  increased  to  the  sum 
of  $69,929,  or  222  per  cent.  The  segments  of  the  new  building  erected 
have  a  total  floor  space  of  159.524  square  feet,  exclusive  of  the  attic, 
which  space  would  have  cared  for  the  work  at  the  time  the  build- 
ing was  authorized.  Certain  requirements  of  this  department  are 
entirely  different  from  those  of  any  other,  in  that  a  large  part  of 
its  work  must  of  necessity  be  carried  on  in  laboratories,  and  the  most 
important  work  of  the  department  depends  upon  the  laboratories. 
The  investigations  undertaken  cover  a  very  wide  field,  many  of  them 
being  of  the  most  dangerous  nature.  For  example,  the  pathological 
laboratories  are  engaged  in  the  preparation  and  distribution  of  vac- 
cine for  the  prevention  of  blackleg  in  young  cattle.  In  others  mallein 
for  the  diagnosis  of  glanders  in  horses,  tuberculin  for  the  detection 
of  tuberculosis  in  cattle,  and  serum  for  the  prevention  of  hog  cholera 
are  prepared.  As  soon  as  proper  facilities  are  available,  vaccine  for 
the  prevention  of  anthrax,  and  the  immunizing  of  cattle  from  tuber- 
culosis by  means  of  the  living  bacillus  of  human  tuberculosis  will  be 
undertaken.  For  the  benefit  of  persons  whom  they  have  bitten,  live 
and  dead  dogs  suspected  of  rabies  are  brought  to  the  laboratories  to 
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ascertain  by  examination  of  the  brain  and  the  inoculation  of  rabbits 
whether  they  are  or  were  rabid.  Animals  affected  with  all  kinds  of 
diseases  are  constantly  coming  from  all  parts  of  the  country  for  in- 
spection in  the  laboratories.  The  percentage  of  tuberculosis  among 
the  inspectors  who  examine  infected  animals  in  packing  houses  is 
greater  than  among  other  people :  many  of  the  men  have  become  in- 
fected with  the  disease.  It  is  readily  seen  why  it  is  necessary  to 
segregate  the  pathological  laboratories  of  the  department.  Further- 
more, many  lines  of  investigation  are  carried  on  in  the  chemical  lab- 
oratories which  are  dangerous  in  their  nature.  Even  with  the  most 
rigid  care  objectionable  and  even  deadly  fumes  are  often  evolved  in 
the  course  of  chemical  experimentation. 

For  the  reasons  given  it  was  deemed  impracticable  and  undesirable, 
in  planning  the  building  authorized  in  1903,  to  house  all  these  kinds 
of  work  under  one  roof  in  the  ordinary  type  of  monumental  structure. 
As  a  rule  such  monumental  structures  have  a  considerable  portion 
of  their  space  poorly  lighted,  while  good  light  and  good  outside  venti- 
lation are  absolutely  necessary  for  laboratory  work.  Hence,  in  plan- 
ning the  new  building  it  was  necessary  for  you  to  effect  an  arrange- 
ment whereby  the  laboratories  would  be  segregated  not  only  from 
one  another,  but  also  from  the  offices  in  which  the  administrative 
work  was  being  carried  on,  so  as  not  to  subject  those  engaged  in 
administrative  work  to  conditions  which  must  exist  in  any  chemical 
or  pathological  environment;  hence  it  was  deemed  best  to  devise  a 
plan  for  one  building  which  could  be  erected  in  parts  or  segments. 
This  is  the  scheme  that  was  adopted,  and  is  the  only  one  that  could 
have  been  adopted  under  the  circumstances.  The  department  has  a 
building  to  which  units  can  be  added  as  required  next  year,  or  the 
following  year,  or  in  20  years,  if  it  is  the  wish  of  Congress.  The 
department  has  not  adopted  the  plan  of  some  other  departments, 
where,  without  provision  for  future  growth,  monumental  structures, 
incapable  of  subsequent  enlargement,  have  been  erected,  only  to  be 
filled  as  soon  as  completed. 

In  passing,  it  may  be  noted,  in  the  light  of  desired  economy,  that 
the  cost  of  the  two  segments  of  the  agricultural  building  was  abouc 
38.2  cents  per  cubic  foot,  while  the  cost  of  the  new  Municipal  Build- 
ing, recently  erected,  is  42  cents  per  cubic  foot,  and  that  of  the  city 
post  office  about  57  cents  per  cubic  foot. 

The  two  segments  of  the  new  building  have  been  completed  and 
are  now  occupied  by  several  of  the  laboratories  of  this  department, 
but  do  not  take  care  of  all  of  them.  The  time  has  now  arrived  to 
add  other  units  to  take  care  of  the  remaining  laboratories  and  other 
branches  of  the  department  now  paying  rent,  and  to  enable  the  de- 
partment to  consolidate  its  administrative  forces  now  located  in  the 
old  brick  structure  created  in  the  late  sixties  for  the  use  of  the  depart- 
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ment  and  long  since  outgrown.  The  unit  plan  provides  for  the  ulti- 
mate removal  of  this  structure  and  all  of  the  other  minor  buildings 
in  its  vicinity,  leaving  the  already  erected  and  contemplated  units 
as  the  sole  occupants  of  the  southern  portion  of  the  department 
grounds  proper. 

(Detailed  questions  and  summary  of  the  answers  of  the  various 
bureaus  will  be  found  directly  after  the  recommendations  of  the 
committee  on  this  subject.) 

RECOMMENDATIONS    OF    THE    COMMITTEE. 

It  is  recommended  that  there  be  added  to  the  present  building  such 
units  as  may  be  necessary  to  make  it  suitable  for  housing  all  adminis- 
trative forces,  scientific  forces,  and  laboratories  now  occupying  rented 
buildings. 

The  approximate  cost  of  this  .addition  will  be  $2,500,000.  The 
present  new  buildings,  as  already  stated,  cost  $1,500,000  and  provide 
a  floor  space  of  159,524  square  feet.  This  is  an  average  cost  of  $9.40 
per  square  foot.  In  the  same  ratio  new  units  of  sufficient  size  to 
accommodate  those  branches  of  the  department  now  occupying  rented 
quarters  or  quarters  on  the  Government  reservation  in  old  buildings 
which  must  be  removed  to  make  room  for  the  additions,  will  cost 
approximately  $2,500,000,  as  will  be  seen  from  the  following  table : 

Sq.  ft. 

Present  rented  quarters 20-'nnn 

Main  building  (to  be  removed) 35.000 

Inseetary  (to  be  removed) 2.500 

Annex  building  (to  be  removed) IS,  000 

Dairy  Building  (to  be  removed) 1.250 

Total --- 266;585 

286.5S5  square  feet,  at  $9.40  per  square  foot=$2,505,899. 

There  are  now  over  2.500  persons  employed  by  the  department  in 
the  District  of  Columbia,  more  than  double  the  number  that  were 
employed  when  the  1903  act  was  passed,  which  authorized  the  new 
building. 

QUESTIONS  AND   SUMMARY  OE  ANSWERS. 

1.  How  many  buildings  are  owned  by  the  department  in  the  city  of 
Washington,  where  located,  approximate  amount  of  floor  space,  and 
approximate  value  ? 

The  Bureau  of  Entomology  has  an  inseetary  building  on  the  Gov- 
ernment reservation,  which  cost  approximately  $7,000  to  construct, 
and  has  approximately  2.500  square  feet  of  floor  space. 

The  Bureau  of  Plant  Industry  has  a  number  of  greenhouses  and 
sheds  on  the  Government  reservation  covering  approximately  61.000 
square  feet  and  costing  about  $50,000. 

The  Weather  Bureau  has  its  own  buildings,  two  in  number,  a  main 
building  and  an  annex,  located  at  Twenty-fourth  and  M  Streets  NW. 
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They  have  an  approximate  value  of  $175,000,  and  afford  approxi- 
mately 40.000  square  feet  of  floor  space. 

The  office  of  the  Secretary  occupies  about  6.800  square  feet  in  the 
main  (old)  building,  about  14.259  square  feet  in  the  shop  building, 
and  about  6.272  square  feet  in  the  power  house,  all  on  the  Govern- 
ment reservation.  The  main  building  cost  approximately  $100,000. 
and  the  shop  building  $25,000.  The  power  house  was  erected  as  a 
part  of  the  $1,500,000  new  building. 

The  Government  also  owns  in  the  agricultural  reservation  two 
large  marble  buildings  (new)  known  as  Laboratory  A  and  Labora- 
tory B.  a  red  brick  annex  building  (two-story  and  attic),  a  small 
brick  building  occupied  by  the  Dairy  Division  of  the  Bureau  of 
Animal  Industry,  and  a  number  of  greenhouses  occupied  by  the 
Bureau  of  Plant  Industry.  The  laboratory  buildings  cost  $1,500,000. 
-and  contain  about  159,524  square  feet  of  floor  space:  the'annex  build- 
ing is  worth  about  $20,000.  and  contains  about  18.000  square  feet  of 
floor  space.  The  Dairy  Division  building  is  worth  about  $2,000.  and 
contains  1.250  square  feet  of  floor  space;  the  greenhouses  of  the 
Bureau  of  Plant  Industry,  as  already  stated,  afford  about  61.000 
square  feet  of  floor  space  and  are  worth  approximately  $50,000. 

2.  How  much  was  paid  by  the  several  bureaus  during  the  past 
fiscal  year  for  rental  of  buildings  or  quarters  in  the  city  of  Wash- 
ington; give  approximate  floor  space,  and  where  located? 

Division  of  Publications : 

215  Thirteenth  Street  SW.,  17.665  square  feet $5,000.00 

Forest  Service : 

Atlantic  Building  quarters.  36,685  square  feet 24,  805.  00 

Office  of  Public  Roads : 

237  Fourteenth  Street  SW.,1  7.344  square  feet 1.  833.  33 

200-202  Fourteenth  Street  SW..  13.555  square  feet 291.  66 

Office  of  Experiment  Stations : 

215  Twelfth  Street  SW..  2.000  square  feet 522.  58 

Bureau  of  Plant  Industry : 

221-223  Linworth  Place  SW..  19.425  square  feet 4,  800.  00 

(The   Bureau   of  Plant    Industry   also   occupies   a    number   of 
rented  quarters  paid  out  of  contingent  fund,  which  brings 
the  total  space  up  to  50.000  square  feet  approximately.) 
Bureau  of  Animal  Industry: 

Munsev  Building  quarters.  328  square  feet 420.00 

1224-1226  B  Street  SW..  3.600  square  feet 720.00 

1228  C  S-reet  SW..  1.800  square  feet 144.00 

1362  B  Street  SW..  7.000  square  feet . 527.  42 

Bureau  of  Chemistry : 

228*  Thirteen-and-a-balf  Street  SW..1  890  square  feet 300.  00 

'    207  Thirteen-and-a-half  Street  SW..1  1.000  square  feet 150.00 

206  and  208  Fourteenth  Street  SW..1  1,400  square  feet 175.00 

212  Thirteenth  Street  SW..  3,7."0  square  feet 660.  00 

Lot.  rear  20S  and  210  Fourteenth  Street  SW..  600  square  feet 240.  00 

200  and  202  Fourteenth  Street  SW..1  15.000  square  feet 1.472.60 

Stable  in  alley  on  lot  27.  square  231.1  100  square  feet 96.  00 

216  Thirteenth  Street  SW..  58.000  square  feet 16.000.00 

1362  B  Street  SW..1  10.900  square  feet 1,060.27 

1358  B  Street  SW..1  4.100  square  feet 437.  50 

240  Fourteenth  Street  SW.,1  3.000  square  feet 210.00 

3  apartments,  Fourteenth  and  O  Streets  SW..1  000  square  feet 450.  00 

Office  of  the  Solicitor  : 

1310  B  Street  SW..  2.500  square  feet 100.00 


1  Quarters   or  buildings   occupier!   during  only   a   portion   of  the  year,   and  not   occupied 
now. 
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The  foregoing  figures  show  an  aggregate  floor  space  of  241,517 
square  feet,  and  a  gross  rental  of  $60,415.36  actually  paid  during  the 
fiscal  year  1910.  To  some  extent  these  figures  are  misleading,  in  that 
where  quarters  were  rented  during  the  year  in  question,  the  rental 
charge  shown  covers  only  that  portion  of  the  year  in  which  the  build- 
ing was  occupied  by  the  department,  and  does  not  show  the  annual 
amount  of  the  rental  which  must  now  be  provided  for  by  the  Govern- 
ment. The  following  list,  showing  the  quarters  under  rent  in  the  Dis- 
trict of  Columbia  on  October  24,  1910,  and  the  annual  rental  charge 
thereof,  is  therefore  submitted  for  use  in  making  comparisons  be- 
tween past  and  present  conditions  and  needs. 


Location. 


Annual 

Floor 

rental. 

space. 

Sq.  ft. 

$720. 00 

3,600 

144.00 

1,800 

1,800.00 

7,000 

420.  GO 

328 

360. 00 

1,260 

420. 00 

1,260 

420. 00 

1,260 

420. 00 

1,260 

420. 00 

1,260 

420. 00 

1, 260 

2,  500. 00 

3,140 

3G0. 00 

4,570 

4,  800. 00 

19, 425 

750.  00 

4,100 

420. 00 

4,431 

24, 805. 00 

36, 685 

270. 00 

1,426 

1,200.00 

2.500 

240. 00 

867 

660. 00 

3,750 

660. 00 

4.872 

16, 000. 00 

58,  000 

5, 000. 00 

17, 665 

720. 00 

2, 000 

3, 500. 00 

15, 000 

2, 500. 00 

11,116 

69, 929. 00 

209,  835 

1224-1226  B  Street  SW 

Rear  1228  C  Street  SW 

1362  B  Street  SW 

Rooms  914  and  915  Murssey  Building. 

201  Thirteenth  Street  S W 

203  Thirteenth  Street  SW 

205  Thirteenth  Street  SW* 

207  Thirteenth  Street  SW 

207i  Thirteenth  Street  SW 

209  Thirteenth  Street  S W 

1304-1306  B  Street  SW 

1308-1310  B  Street  SW 

221-223  Limvorth  Place  SW 

1358  B  Street  SW 

1360  B  Street  SW 

930  F  Street  NW 

Rear  of  930  F  Street  NW 

1316  B  Street  SW 

210-212  Fourteenth  Street  S W 

212  Thirteenth  Street  SW 

214  Thirteenth  Street  SW 

216  Thirteenth  Street  SW 

215  Thirteenth  Street  SW 

215  Twelfth  Street  SW 

200-202  Fourteenth  Street  SW 

224  Twelfth  Street  SW 


Total. 


3.  Give  estimate  of  additional  floor  space  which  will  be  required  by 
each  bureau  in  the  city  of  Washington  during  the  next  five  years. 

Division  of  Publications square  feet—  14,000 

Bureau  of  soils Can  not  estimate. 

Bureau  of  Statistics   (about) square  feet—  35,000 

Division  of  Accounts do 5,  000 

Library  of  Department do 2,  200 

Office  of  Public  Roads None. 

Weather  Bureau = None. 

Bureau  of  Biological  Survey square  feet—  8,900 

Forest  Service None. 

Office  of  Experiment  Stations square  feet  —  4,000 

Bureau  of  Animal  Industry do 10,  000 

Bureau  of  Plant  Industry do 40,  000 

Bureau  of  Chemistry   (at  least) do 20,000 

Bureau  of  Entomology  (at  least) do 15,000 

Chief  Clerk's  office,  etc do 11,000 

4.  Would  the  work  of  each  bureau  be  more  efficiently  and  econ- 
nomically  performed  if  the  office  force  was  quartered  in  one  building, 
and  in  your  opinion  would  it  be  more  economical  for  the  Government 
to  erect  an  addition  to  the  present  building  in  the  city  of  Washing- 
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ton  for  the  accommodation  of  bureaus  of  the  department  now  occu- 
pying rented  quarters,  or  to  rent  a  large  building  for  the  purpose? 

All  of  the  bureaus  which  are  now  quartered  in  single  buildings 
agree  that  such  a  plan  is  the  most  economical ;  while  those  scattered 
among  small  buildings  agree  that  one  large  building  would  be  much 
better  for  them  than  their  present  arrangement.  The  various  bureaus 
are  unanimous  in  the  opinion  that  it  would  be  more  economical  for 
the  Government  to  add  to  its  own  new  building  rather  than  to  rent 
either  one  large  building  or  several  small  buildings  to  house  those 
portions  of  the  department  not  now  quartered  in  Federal  buildings. 

5.  What  suggestions,  if  any.  has  each  bureau  to  make  along  these 
lines  ? 

This  is  covered  by  the  recommendations  of  the  committee. 


CORRESPONDENCE  AND  FILES. 

GENERAL  SUMMARY. 

Incoming  mail. — In  all  bureaus  the  incoming  mail  is  received  and 
distributed  by  one  person,  and  in  half  the  bureaus  no  record  is  kept 
of  it  except  such  as  results  from  its  systematic  filing  in  the  office 
to  which  it  is  sent.  In  those  which  keep  such  record  it  is.  therefore, 
essentially  a  duplication  of  work. 

Preparation. — All  bureaus  prepare  correspondence  by  dictation  to 
stenographers.  Some  supplement  this  by  the  use  of  phonograph; 
others  by  handwritten  draft  to  be  copied  by  a  stenographer. 

Stenographic  force. — In  the  majority  of  bureaus  the  stenographers 
are  permanently  assigned  to  the  various  offices;  in  a  few  part  of 
the  force  is  centralized,  part  is  permanently  assigned.  Two  bureaus 
have  the  force  completely  centralized.  Some  clerical  work  in  con- 
nection with  correspondence  is  done  by  the  stenographers  in  bureaus 
where  the  force  is  not  centralized. 

Signing. — All  bureaus  have  a  system  by  which  certain  classes  of 
correspondence  are.  or  may  be.  signed  by  some  officer,  who  is  not  the 
chief;  in  a  few  it  is  confined  to  the  acting  chief  or  acting  chiefs. 

In  nearly  all  bureaus  facsimile  signatures  are  used  in  certain 
classes  of  routine  correspondence. 

Promptness  and  promises. — While  only  four  bureaus  have  a  system 
by  which  promptness  is  checked  up.  all  but  one  have  a  system  insur- 
ing the  fulfillment  of  promises  made  in  letters. 

Postage. — Practically  all  postage  used  by  the  various  bureaus  is  for 
sending  mail  matter  to  foreign  countries.  A  small  additional  amount 
is  used  for  special  delivery  and  registration. 

Penalty  franks. — All  bureaus  use  these  in  mailing  matter  other  than 
correspondence  and  furnish  them  to  correspondents  when  necessary 
to  secure  the  return  of  information  or  specimens  and  other  materials 
required  for  official  purposes. 

Copies. — About  half  the  bureaus  use  only  the  method  of  retaining 
carbon  copies  of  letters  sent.  The  Secretary's  office  uses  only  the 
press-copy  method.  Others  use  both  to  some  extent.  About  half 
the  bureaus  use  extra  carbon  copies  to  give  information  or  instruc- 
tions contained  in  written  letters:  others  practice  this  slightly. 

All  bureaus  have  some  process  for  duplicating  letters  when  a  large 
number  are  necessary — either  mnltigraph.  mimeograph,  or  printing. 
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Filing". — The  great  majority  of  bureaus  use  either  the  vertical  or 
the  flat  file  system,  together  with  a  complete  system  of  card  indexes: 
others  have  the  vertical  file  system  without  the  card  index:  while 
others  have  only  flat  alphabetical  files  or  subject  files  with  only 
important  subjects  indexed.  In  only  two  bureaus  are  clerks  assigned 
exclusively  to  this  work.  In  the  other-  it  is  done  by  part  time  work 
of  clerks  who  are  also  otherwise  employed. 

Forms. — All  bureaus  use  printed  forms  when  the  character  of  the 
work  admits  of  it.  As  they  become  unnecessary  or  obsolete  they  art! 
discontinued. 

(Detailed  questions  and  summary  of  the  answers  of  the  various 
bureaus  will  be  found  directly  after  the  recommendations  of  the 
committee  on  this  subject.) 

RECOMMENDATION   OE   THE   COMMITTEE. 

In  view  of  the  fact  that  this  subject  is  under  special  investigation 
by  the  President's  Commission  of  Economy  and  Efficiency,  the  com- 
mittee believe  that  it  is  not  desirable  to  make  any  recommendation 
at  this  time. 

QUESTIONS   AND   SUMMARY   OP   ANSWERS. 

1.  How  is  incoming  mail  received  in  the  bureaus  as  a  whole  ( 

In  all  of  the  bureaus,  except  the  Bureau  of  Statistics,  incoming 
mail  is  delivered  to  one  person  for  distribution.  The  Bureau  of 
Statistics  reports  from  voluntary  crop  correspondents  are  delivered 
directly  to  the  division  in  charge  of  that  work,  and  all  other  corre- 
spondence is  delivered  to  one  official  for  distribution.  The  answer 
for  the  office  of  the  Secretary  is  given  as  for  one  bureau,  whereas  this 
office  is  composed  of  several  offices  (Assistant  Secretary.  Solicitor, 
appointment  clerk,  etc.).  to  each  of  which  mail  is  delivered  directly 
in  the  same  manner  as  to  the  separate  bureaus  and  offices  of  the 
department.  Mail  addressed  to  the  Secretary  by  name  is  delivered 
directly  to  his  office,  and  mail  addressed  simply  to  the  Secretary  of 
Agriculture  or  to  the  Department  of  Agriculture  is  delivered  to  the 
mail  and  file  room  and  distributed  from  there. 

-2.  What  methods  of  reference  and  distribution  are  u>ed.  and  what 
record  of  such  reference  and  distribution  is  kept  \ 

In  the  Weather  Bureau  and  the  Forest  Service  mail  is  referred  by 
rubber  stamp,  in  Experiment  Stations  by  pencil  notation,  and  in  the 
Library  by  marked  de^k  receptacles.  In  all  the  bureaus  it  is  evident 
that  the  actual  distribution  is  made  by  messengers.  No  record  of 
incoming  mail  is  made  by  the  bureau  mail  clerk  in  8  bureaus  (Forest 
Service.'Soils.  Biological  Survey.  Statistics.  Publications,  Account-. 
Library,  and  Roads)"  and  only  a  partial  record  in  4  (Animal  Indus- 
try. Plant  Industry.  Entomology,  and  Experiment  Stations).  A  full 
record  is  kept  in'  the  Weather  Bureau.  A  book  is  used  for  this 
purpose  in  the  Weather  Bureau,  cards  in  Animal  Industry  and  Plant 
Industry,  and  slips  in  Chemistry  and  Entomology. 

3.  What  record  of  the  receipt  of  incoming  mail  is  kept  in  offices 
to  which  it  is  referred  ? 
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In  12  of  the  15  bureaus  from  which  answers  were  received  no 
record  is  kept  in  offices  of  mail  received  by  reference  from  the  bureau 
mail  clerk.  In  the  Office  of  Experiment  Stations  a  record  is  kept 
of  certain  letters  of  special  importance.  In  two  or  three  offices  of 
the  Bureau  of  Plant  Industry,  where  the  mail  is  heavy,  the  letters 
received  each  day  are  listed  and  checked  oil'  as  the  replies  are  made. 
In  the  Solicitor's  office  a  record  of  incoming  mail  is  kept  in  the 
various  sections. 

I.  How  many  persons  are  employed  in  the  special  work  of  receiv- 
ing and  recording  incoming  mail  in  offices  other  than  the  bureau 
mail  room? 

With  the  exception  of  one  $900  clerk  in  the  office  of  farmers' 
demonstration  work  in  the  Bureau  of  Plant  Industry,  whose  entire 
time  is  occupied  in  receiving  and  referring  reports  made  in  letter 
form,  the  work  in  offices  of  receiving  and  recording  incoming  mail 
referred  by  the  central  office  requires  only  a  small  fraction  of  the 
time  of  employees  assigned  to  other  duties. 

5.  How  many  persons  are  employed  in  receiving  and  referring 
incoming  mail  ?  Give  proportion  of  their  time  so  employed  and 
their  salaries. 

The  mail  clerks  in  most  of  the  bureaus  are  also  employed  upon 
other  work,  and  the  proportions  of  their  time  stated  for  the  receiving 
and  referring  of  incoming  mail  are  so  evidently  estimated  as  to  be  of 
no  value  except  for  such  a  general  estimate  as  is  given  in  the  con- 
clusions and  recommendations  under  the  heading  "  Indexing  of  files."' 

6.  What  system  of  reference  is  used  between  offices  of  the  bureaus 
of  correspondence  requiring  consideration  or  attention  by  more  than 
one  official? 

In  six  of  the  bureaus  (Forest  Service,  Biological  Survey,  Statistics. 
Publications,  Chemistry,  and  Roads)  the  letter  is  referred  to  the 
branch  or  office  most  concerned  and  there  answered  upon  the  basis  of 
memoranda  furnished.  In  the  Forest  Service  the  other  chiefs  inter- 
ested are  called  upon  to  initial  the  finished  answer.  In  two  bureaus 
(Plant  Industry  and  Entomology)  copies  of  the  letter  are  made  and 
furnished  to  each  chief  interested,  and  the  answers  assembled  in 
one  letter  in  the  central  office  for  the  signature  of  the  chief,  except 
when  answers  to  technical  inquiries  are  involved,  when  separate 
letters  are  written  in  the  divisions.  In  two  bureaus  (Soils  and  Ex- 
periment Stations)  the  letter  itself  is  referred  to  the  offices  con- 
cerned and  the  answers  assembled  in  the  central  office.  In  the 
Weather  Bureau  the  references  are  stamped  on  the  letter,  which  then 
goes  to  each  division  in  turn.  In  Animal  Industry  reference  slips  are 
used. 

7.  Hoav  is  correspondence  prepared — by  hand- written  draft  copied 
by  stenographer,  by  dictation  to  stenographer,  by  dictation  to  phono- 
graph, etc.? 

All  of  the  bureaus  prepare  correspondence  by  dictation  to  stenog- 
raphers, four  of  them  (Soils,  Entomology.  Biological  Survey;  and 
Experiment  Stations)  using  this  method  exclusively.  In  six  (Chem- 
istry, Statistics,  Publications,  Accounts,  Roads,  and  Solicitor)  a  small 
pari  of  the  correspondence  is  prepared  by  hand-written  draft,  copied 
by  stenographers,  and  in  three  (Animal  Industry,  Plant  Industry, 
and  Forest  Service)  the  phonograph  is  used  to  a  small  extent. 

8.  Describe  the  organization  of  the  stenographic  and  typewriting 
force  of  the  bureau.     State  whether  stenographers  are  permanently 
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assigned  to  divisions  and  sections,  or  whether  all  stenographers  and 
typewriters  are  centralized  in  a  section  of  stenography  and  typewrit- 
ing, or  a  combination  of  the  two  systems  used. 

In  only  two  of  the  bureaus  (the  Office  of  Public  Eoads  and  the 
office  of  the  Solicitor)  is  there  a  complete  centralization  of  the  steno- 
graphic force.  In  five  a  part  of  the  force  is  centralized  and  a  part 
permanently  assigned  to  offices.  In  eight  all  stenographers  are  per- 
manently assigned  to  offices. 

9.  Is  it  the  practice  in  your  bureau  to  employ  stenographers  exclu- 
sively upon  stenographic  work,  or  are  they  engaged  in  clerical  work? 

Stenographer?  are  employed  throughout  the  department  except 
those  centralized  in  stenographic  sections,  in  clerical  work  relating 
to  their  correspondence  work — filing,  keeping  record,  etc. — and  are 
given  ordinary  clerical  work  when  necessary  to  fill  their  time.  In 
five  of  the  bureaus  which  have  stenographic  sections  the  force  in  these 
sections  is  not  called  upon  for  ordinary  clerical  work  except  in  emer- 
gencies. 

10.  For  what  length  of  time,  if  any,  are  stenographers  required  to 
keep  their  notebooks?     (Give  reasons  supporting  your  practice.) 

There  is  no  settled  practice.  In  £ome  bureaus  notebooks  are  filed 
for  reference,  and  in  others  they  are  destroyed  after  being  kept  for  a 
short  time. 

11.  By  what  officials  of  the  bureaus  is  correspondence  signed?  If 
it  is  signed  by  officials  other  than  the  chief  of  bureau,  do  they  use 
their  own  official  titles  or  that  of  acting  chief  of  bureau  ? 

All  bureaus  have  a  system  by  which  certain  classes  of  correspond- 
ence are,  or  may  be,  signed  by  some  officer,  who  is  not  the  chief ;  in  a 
few  it  is  confined  to  the  acting  chief  or  acting  chiefs. 

12.  What  officials  are  authorized  to  sign  as  acting  chief  of  bureau, 
and  under  what  conditions? 

The  acting  chief  who  signs  correspondence  is  usually  the  associate 
or  assistant  chief,  or  the  chief  clerk  of  the  bureau  or  division,  or  some 
official  designated  as  acting  chief  (in  the  absence  of  the  chief) .  The 
practice  is  uniform  throughout  the  department  of  delegating  this 
authority  to  subordinate  officials  in  a  fixed  order,  depending  on  the 
relative  importance  of  their  work. 

13.  If  correspondence  is  signed  by  others  than  the  chief  or  acting- 
chief  of  bureau,  what  system  of  classification  of  correspondence  is 
used? 

Correspondence  is  signed  in  the  Bureau  of  Soils,  Division  of  Pub- 
lications, Office  of  Accounts  and  Disbursements,  and  the  Library  by 
chiefs  or  acting  chiefs  only.  In  all  other  bureaus  correspondence 
signed  by  other  than  the  chief  or  acting  chief  is  classified  according 
to  the  duties  or  functions  of  the  different  divisions,  branches,  or 
offices  of  the  bureaus. 

14.  To  what  extent  are  facsimile  signatures  used  in  correspondence 
(both  letter  and  memoranda)  ?  Do  you  recommend  an  extension  of 
the  system  or  its  abolishment? 

Practically  all  of  the  bureaus  use  facsimile  signatures  in  corre- 
spondence, both  on  letters  and  memoranda,  and  the  great  majority 
recommend  the  continuance  of  the  use  as  at  present. 

15.  What  steps  are  followed  in  initialing  and  signing  correspond- 
ence? 
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Some  method  of  initialing  for  authorship  is  followed  in  all  the 
bureaus;  by  some  it  is  done  on  the  original  by  the  stenographer  in 
typewriting,  by  others  only  on  the  carbon. 

16.  What  check  is  used  to  insure  promptness  in  answering  corre- 
spondence, and  for  the  fulfillment  of  promises  made  ? 

While  only  four  bureaus  have  a  system  by  which  promptness  is 
checked  up,  all  but  one  have  a  system  insuring  the  fulfillment  of 
promises  made  in  letters. 

IT.  What  check  is  used  to  insure  the  making  of  inclosures  ? 

All  bureaus  have  some  method,  more  or  less  elaborate,  to  insure  the 
sending  of  inclosures  mentioned. 

18.  Are  letters  mailed  by  stenographers  or  by  a  central  mailing 
force?  If  the  latter,  give  number  of  persons  employed,  and  their 
salaries. 

The  methods  are  various.  In  one  bureau  (Weather  Bureau)  all 
correspondence  is  mailed  by  the  stenographers ;  in  the  Forest  Service 
it  is  done  by  general  mailing  clerks.  The  office  of  the  Secretary 
combines  both  systems.  In  several  other  bureaus  all  mailing  is  done 
from  central  offices.     In  others  it  is  all  done  by  messengers. 

19.  To  what  extent  are  envelopes  for  letters  sent  hand  addressed, 
typewritten,  or  printed?  And  if  hand  addressed  or  typewritten, 
by  whom  and  at  what  stage  in  the  preparation  of  the  correspondence? 

In  four  of  the  bureaus  (Weather  Bureau,  Chemistry.  Forest 
Service,  and  Experiment  Stations)  printed  envelopes  are  used  for 
officers  in  charge  of  field  stations  and  branch  laboratories.  In  two 
(Animal  Industry  and  Library),  envelopes  covering  letters  to  of- 
ficials and  other  frequent  correspondents  are  addressed  by  rubber 
stamps.  In  the  office  of  the  Secretary  printed  envelopes  are  used 
for  a  few  letters  to  the  Secretary  of  the  Treasury  prepared  in  the 
Bureau  of  Chemistry  regarding  importations  of  drugs  and  foods. 
In  the  other  eight  bureaus  envelopes  for  all  correspondence  are 
addressed  on  the  typewriter  or  by  hand.  The  latter  method,  how- 
ever, is  used  only  occasionally — in  most  instance-  when  the  envelope 
is  prepared  by  some  one  else  than  the  stenographer  who  prepared  the 
letter. 

Envelopes  prepared  by  stenographers  are  addressed  in  all  the 
bureaus  at  the  time  the  letter  is  written. 

20.  What  check  is  used  to  insure  the  mailing  of  signed  letters I 
In  five  of  the  bureaus  there  is  some  method  adopted  to  insure  the 

mailing  of  signed  letters.  In  the  other  bureaus  no  special  check  is 
used,  dependence  being  placed  upon  the  care  with  which  the  work 
is  done. 

21.  What  postage  is  used  annually  in  your  bureau  and  out  of  what 
fund  is  it  paid?  Give  class  of  correspondence  or  publications 
requiring  postage;  who  authorizes  its  use;  how  are  the  stamps 
procured  ? 

Practically  all  postage  used  by  the  various  bureaus  is  for  sending 
mail  matter  to  foreign  countries.  A  small  additional  amount  is 
used  for  special  delivery  and  registration. 

All  foreign  postage  is  obtained  on  requisitions  signed  by  the  chief 
clerk  of  the  department  upon  the  Supply  Division,  and  is  paid  from 
the  appropriation  for  contingent  expenses,  Department  of  Agri- 
culture, except  in  the  following  bureaus:  Weather  Bureau,  $750, 
from    appropriation    for    contingent    expenses,    Weather    Bureau; 
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Plant  Industry,  $60  (securing  samples  of  adulterated  seeds),  from 
appropriation  for  general  expenses,  Bureau  of  Plant  Industry,  1910. 
seed  laboratories:  and  Statistics,  $100,  from  appropriation  for  gen- 
eral expenses.  Bureau  of  Statistics.  The  following  amounts  of  post- 
age received  from  the  Supply  Division  and  affixed  in  the  individual 
bureaus  are  reported :  Animal  Industry,  $26.56 ;  Forest  Service, 
$35.83:  Publications,  $221.18.  Xo  reports  of  amounts  are  given  by 
bureaus  for  which  the  stamps  are  affixed  by  the  postmaster  of  the 
department,  except  Chemistry,  $20.  The  total  amount  paid  from 
the  appropriation  for  contingent  expenses  of  the  department  for  the 
past  year  was  $3,515.90. 

22.  Describe  the  method  of  keeping  a  record,  if  one  is  maintained, 
of  the  number  of  letters  received  and  letters  sent. 

About  half  the  bureaus  keep  no  such  record.  In  the  others  the 
practice  varies.  In  some  an  elaborate  method  is  employed,  as  in  the 
Forest  Service,  by  which  the  information  is  embodied  in  a  monthly 
mail  statement.  In  others  a  letter-record  book  is  kept  by  the  file 
clerk. 

23.  Are  penalty  franks  used  for  outgoing  mail  matter  other  than 
correspondence  ? 

All  bureaus  use  these  in  mailing  matter  other  than  correspondence 
and  furnish  them  to  correspondents  when  necessary  to  secure  the  re- 
turn of  information  or  specimens  and  other  materials  required  for 
official  parposes. 

24.  Are  penalty  envelopes  or  penalty  franks  furnished  to  corre- 
spondents for  return  mail  or  for  the  mailing  of  material  ? 

Answered  under  Xo.  23. 

25.  What  method  of  retaining  copies  of  letters  sent  is  used — car- 
bon copies,  press  copies,  etc.  ? 

About  half  the  bureaus  use  only  the  method  of  retaining  carbon 
copies  of  letters  sent.  The  Secretary's  office  uses  only  the  press- 
copy  method :  others  use  both  to  some  extent. 

26.  What  is  your  opinion  of  the  relative  efficiency  and  permanency 
of  the  carbon-copy  and  press-copy  systems  as  applied  to  your  bureau  ? 

Answered  under  Xo.  25. 

27.  When  it  is  neeessan^  to  give  officials  of  your  bureau  informa- 
tion contained  in  letters  sent  to  others,  or  instructions  for  carrying 
out  promises  made  in  such  letters,  to  what  extent  do  you  utilize  car- 
bon copies,  with  appropriate  rubber-stamp  indorsement  ? 

About  half  the  bureaus  use  extra  carbon  copies  to  give  information 
or  instructions  contained  in  written  letters;  others  practice  this 
slightly. 

28.  What  use  is  made  of  duplicating  processes  in  preparing  letters 
of  general  character — printing,  mimeograph,  writer  press,  etc.? 

All  bureaus  have  some  process  for  duplicating  letters  when  a  large 
number  are  necessary,  either  multigraph.  mimeograph,  or  printing. 

29.  What  system  is  used  for  the  filing  of  correspondence,  reports. 
maps,  etc.?  (Describe  filing  system  in  detail,  including  types  of 
filing  cabinets  used,) 

The  great  majority  of  bureaus  use  either  the  vertical  or  the  flat  file 
system,  together  with  a  complete  system  of  card  indexes ;  others  have 
the  vertical  file  system  without  the  card  index,  while  others  have  only 
flat,  alphabetical  files,  or  subject  files  with  only  important  subjects 
indexed. 
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30.  What  is  your  opinion  of  the  relative  efficiency  in  the  transac- 
tion of  business,  as  applied  to  your  bureau,  of  a  central  filing  room 
and  force,  as  compared  with  the  files  distributed  in  the  offices  in 
which  the  correspondence  is  handled?  Which  of  these  systems,  or 
what  combination  of  these  systems,  do  you  use  ? 

In  seven  of  the  bureaus  (Weather  Bureau,  Soils,  Entomology. 
Biological  Survey,  Statistics,  Library,  and  Public  Roads)  and  the 
offices  of  the  Secretary  and  the  Solicitor  the  files  are  centralized, 
in  three  (Animal  Industry,  Forest  Service,  and  Publications)  the 
files  are  not  centralized,  and  in  four  (Plant  Industry,  Chemistry, 
Experiment  Stations,  and  Accounts)  a  combination  of  the  two  sys- 
tems is  used. 

By  eight  of  the  bureaus  (Weather  Bureau,  Chemistry,  Soils,  Ento- 
mology, Biological  Survey,  Statistics,  Library,  and  Public  Roads) 
and  the  offices  of  the  Secretary  and  the  Solicitor  the  opinion  is  ex- 
pressed that  the  centralized  file  system  is  more  economical  and  effi- 
cient, while  by  five  (Animal  Industry,  Plant  Industry,  Forest  Serv- 
ice, Experiment  Stations,  and  Publications)  the  contrary  opinion 
is  expressed. 

31.  How  many  persons  are  employed  in  filing?  Give  proportion 
of  their  time  so  employed  and  their  salaries. 

In  only  two  bureaus  are  clerks  assigned  exclusively  to  this  work. 
In  the  others  it  is  done  by  part  time  work  of  clerks  who  are  also 
otherwise  employed. 

32.  Please  submit  a  list  of  printed  forms  used  in  your  bureau. 
Who  authorizes  new  forms?  What  provision  is  made  for  revision 
of  forms  and  the  discontinuance  of  obsolete  and  unnecessary  forms; 
also  for  the  prevention  of  duplication  of  forms  ? 

New  forms  are  authorized  in  the  majority  of  the  bureaus  by  boards 
of  forms  or  forms  committees,  and  necessary  revisions  are  accom- 
plished in  the  same  way.  Obsolete  forms  are  simply  discontinued, 
and  any  duplication  of  forms  is  carefully  avoided. 
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DEPARTMENT   SHOPS. 

GENERAL   SUMMARY. 

Bureau  shops. — Five  bureaus  have  mechanical  shops.  One  has  a 
repair  shop,  and  one  has  a  shop  for  general  carpentering  and  elec- 
trical work.  Altogether  18  men  are  thus  employed  at  salaries  rang- 
ing from  $720  to  $1,380,  and  are  engaged  in  mechanical  and  elec- 
trical work,  in  carpentering,  and  in  repairs  of  mechanical  instru- 
ments and  apparatus.  The  justification  for  doing  this  work  in  the 
bureaus  instead  of  the  central  shop  of  the  department  is  in  the  fact 
that  it  is  possible  thus  for  the  various  scientists  to  have  close  supervi- 
sion over  the  work  done  and  the  apparatus  used. 

Central  shop. — It  is  the  general  opinion  that  the  centralization  of 
as  much  work  as  possible  in  one  main  shop  is  economical  and  satis- 
factory, and  that  the  work  which  is  thus  done  for  the  various  bureaus 
is  equal,  if  not  superior,  to  work  let  out  on  contract. 

(Detailed  questions  and  summary  of  answers  of  the  various  bureaus 
will  be  found  directly  after  the  recommendations  of  the  committee  on 
this  subject.) 

RECOMMENDATIONS  OE  THE  COMMITTEE. 

The  following  recommendations  are  made : 

(1)  That  it  is  more  economical  for  the  general  mechanical  work  of 
the  department  to  be  done  in  the  central  shop  building,  where  there  is 
up-to-date  machinery  for  all  such  purposes,  except  where  the  bureaus 
have  one  or  more  mechanics  who  manufacture  or  repair  scientific 
instruments. 

(2)  That  the  bureaus  make  a  carbon  of  each  shop  request,  so 
that  anyone  who  is  to  do  the  work  will  know  the  name  of  the  indi- 
vidual making  the  request  and  the  number  or  location  of  the  room  in 
the  building  where  the  work  is  to  be  done. 

(3)  That  some  follow-up  system  be  devised  so  that  such  bureau 
will  have  a  memorandum  stating  when  the  request  will  be  complied 
with. 

(4)  That  all  general  mechanical  work  be  submitted  to  the  chief 
clerk  of  the  department  for  the  purpose  of  determining  whether  it 
should  be  let  out  on  contract  or  done  in  the  department  shop. 

(5)  That  the  chief  clerk  of  the  department  inaugurate  a  cost- 
keeping  system  and  that  the  time  of  the  installation  of  such  a  system 
be  left  to  his  discretion. 
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QUESTIONS   AND   SUMMARY   OF   ANSWERS, 

1.  Has  your  bureau  a  mechanical  shop  ? 

The  Weather  Bureau.  Animal  Industry,  Plant  Industry,  Soils, 
and  the  Office  of  Public  Roads  have  mechanical  shops.  The  Bureau 
of  Plant  Industry  maintains  a  repair  shop  on  the  Arlington  farm 
for  repairing  agricultural  implements.  The  Forest  Service  employs 
one  carpenter  and  one  electrician  for  general  work.  The  other  bu- 
reaus have  no  mechanical  shops. 

2.  How  many  mechanics  do  you  employ? 

Weather  Bureau,  10;  Animal  Industry,  1;  Plant  Industry,  2  at 
the  Arlington  farm  and  2  in  Washington;  Chemistry,  1;  Forest 
Service,  2 ;  Soils,  none  at  present ;  Roads,  1. 

3.  State  their  salaries. 

Salaries  range  from  $720  to  $1,380. 

4.  Give  in  detail  just  what  kind  of  mechanical  work  is  done  in 
your  bureau. 

The  mechanical  force  of  the  Weather  Bureau  is  employed  in  the 
manufacture  and  repair  of  scientific  instruments  and  general  me- 
chanical work;  the  Forest  Service  employs  one  carpenter  and  one 
electrician  to  do  the  general  work  of  that  bureau ;  the  other  bureaus 
employ  from  one  to  two  mechanics  for  the  construction  and  repair 
of  scientific  instruments  and  apparatus  used  in  connection  with  spe- 
cial investigations. 

5.  State  fully  why  this  work  can  not  be  more  economically  handled 
in  the  central  shop  of  the  department. 

The  general  opinion  seems  to  be  that  the  manufacture,  testing,  and 
repairing  of  scientific  instruments  could  not  be  done  in  the  central 
shop  because  of  the  delicate  apparatus  used  and  the  close  supervision 
required  by  the  scientists  in  the  handling  of  such  apparatus. 

6.  Answer  fully  whether  the  centralization  of  all  shop  work  is  a 
success. 

The  replies  of  the  large  bureaus  indicate  that  the  centralization  of 
all  shop  work  is  a  success,  but  several  small  bureaus  complain  that 
they  are  unable  to  get  small  jobs  done  quickly. 

f.  Do  you  think"  it  is  more  economical.     If  not,  why  I1 

The  general  opinion  is  that  it  is  more  economical. 

8.  In  your  opinion,  is  the  work  as  satisfactory  as  heretofore  and 
completed  as  quickly? 

See  answer  to  question  No.  6. 

9.  How  much  mechanical  work  do  you  let  out  on  contract  ?_ 

If  any  work  is  let  out  on  contract,  it  is  large  jobs  which  the 
mechanical  force  of  the  department  can  not  handle  as  quickly  as 
desired. 

10.  How  do  you  differentiate  between  making  requests  on  the 
shops  and  letting  the  work  out  by  contract  ? 

There  is  no  general  rule  in  connection  with  sending  requests  to 
the  shop  or  letting  the  work  out  on  contract.  Usually  shop  requests 
are  made. 

11.  What  is  your  opinion  with  regard  to  the  quality  of  work 
turned  out  by  the  department  shop  as  compared  with  that  done  on 
contract? 

All  replies  indicate  that  the  quality  of  the  work  is  equal  if  not 
superior  to  that  done  on  contract. 
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12.  Have  you  any  suggestions  to  make  with  regard  to  the  system 
of  making  requests  on  the  shop  ? 

With  a  few  exceptions,  the  present  system  seems  to  be  giving 
satisfaction.  The  Bureau  of  Chemistry  suggests  that  a  carbon  copy 
of  shop  requests  be  made  by  the  bureaus  in  order  to  avoid  delay  in 
making  same  in  the  chief  engineer's  office,  and  that  such  carbon  be 
given  to  the  mechanic  who  is  to  do  the  work,  so  that  he  will  not  be 
delayed  in  finding  the  room  and  name  of  person  desiring  such  work 
done.     The  other  bureaus  have  no  suggestions  to  make. 

13.  Please  make  any  suggestions  in  detail  that  you  desire  to  offer 
in  connection  with  the  shop  work. 

The  Bureaus  of  Soils  and  Chemistry  suggest  that  a  man  in  each  line 
be  detailed  to  their  bureaus  to  do  such  work  as  the  services  require 
of  a  handy  man;  another  suggests  a  follow-up  system  for  shop  re- 
quests and  that  the  bureaus  be  notified  when  a  job  is  likely  to  be 
delayed  and  how  long ;  another  suggests  that  more  prompt  attention 
be  given  to  rush  requests. 


DRAFTING  WORK. 

GENERAL  SUMMARY. 

Amount, — In  four  bureaus  (Accounts,  Library,  Statistics,  and 
Biological  Survey)  no  drafting  work  is  done;  the  other  bureaus  pro- 
duce varying  numbers  of  drawings,  from  12  in  the  office  of  the  Sec- 
retary to  1,928  in  the  Forest  Service. 

Personnel. — The  bureaus  which  do  drafting  work  have  employees 
engaged  thereon,  from  one  in  one  bureau,  working  part  of  the  time, 
to  14  in  the  Forest  Service,  employed  all  the  time,  at  an  aggregate 
salary  expense  of  $16,740. 

Kinds. — Maps  of  various  kinds  predominate;  building  plans  and 
plans  of  farms,  roads,  bridges,  etc.,  are  large  in  number. 

(Detailed  questions  and  summary  of  answers  of  the  various  bureaus 
will  be  found  directly  after  the  recommendations  of  the  committee  on 
this  subject.) 

RECOMMENDATIONS  OE  THE  COMMITTEE. 

The  following  recommendations  are  made  : 

(1)  That  the  drafting  work  in  the  several  different  bureaus  be 
not  removed  to  a  central  division,  because  of  the  fact  that,  in  the 
opinion  of  the  committee,  such  work  serves  an  administrative  as 
well  as  an  illustrative  purpose,  and  that  any  such  removal  would  re- 
sult in  numerous  embarrassments  and  would  make  the  work  in- 
effective. 

(A  similar  recommendation  is  made  with  respect  to  the  bureaus 
where  laboratory  drawing  is  done.) 

(2)  That  there  be  assumed  to  exist  a  better  spirit  of  cooperation 
between  the  bureaus  and  the  Division  of  Publications  than  now 
appears  to  exist, 

(3)  That,  generally  speaking,  the  Division  of  Publications  be 
called  upon  to  make  all  ordinary  drawings  for  publications. 

(4)  That  the  term  ;'  ordinary  drawings  "  be  understood  to  exclude 
entomological  and  pathological  drawings  and  others  of  a  like  tech- 
nical nature  requiring  specialized  knowledge  on  the  part  of  the 
employees  executing  them,  also  such  as  require  to  be  done  upon  a 
moment's  notice,  and  such  as  require  the  continuous  expert  super- 
vision of  scientists. 

QUESTIONS   AND    SUMMARY   OE   ANSWERS. 

1.  Is  any  drafting  work  done  in  your  bureau? 

All  bureaus,  except  Biological  Survey.  Accounts,  Library,  and 
Statistics,  report  some  .drafting  work  done. 
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2.  How  many  drawings  of  all  kinds  were  made  during  the  last 
fiscal  year  ? 

The  Bureau  of  Animal  Industry  reports  that  it  has  no  record  of 
such  drawings  made;  Chemistry  made  "  some " ;  the  Office  of  the 
Secretary  made  12:  Entomology.  600;  Experiment  Stations.  150; 
Forest  Service,  1,928;  Plant  Industry.  150 ;  Publications,  1,160;'  Pub- 
lic Roads,  75;  Soils,  80  large  maps  and  many  small  ones:  Weather 
Bureau.  1.187. 

3.  How  many  persons  are  employee}  on  such  work  in  your  bureau 
and  what  amount  of  salaries,  individually  and  aggregate,  are  paid  to 
them?  State  if  such  employees  deyote  their  entire  time  to  such 
work  and  whether  or  not  they  are  classified  as  draftsmen. 

In  the  Secretary's  office  one  employee  works  part  of  the  time :  he  is 
not  classified  as  a  draftsman.  In  the  Bureau  of  Animal  Industry 
three  are  employed  on  part  time,  one  all  of  his  time  at  $1,100 :  none 
classified  as  draftsmen.  In  Chemistry  one  is  employed  on  part  time, 
not  classified  as  draftsman:  in  Entomology  three  are  on  part  time, 
one  gives  all  his  time  at  a  salary  of  $1,100;  none  is  classified  as  a 
draftsman.  Experiment  Stations  has  two  giving  all  their  time  at 
an  aggregate  salary  of  $3,000.  neither  being  classed  as  a  draftsman. 
The  Forest  Service  has  11.  of  which  9  are  classed  as  draftsmen,  at 
an  aggregate  of  $16,740.  The  Bureau  of  Plant  Industry  has  two. 
one  on  part  time  and  one  as  a  draftsman :  the  Division  of  Publications, 
three  draftsmen  giving  all  their  time,  aggregate  salary  $1,100:  Office 
of  Public  Roads.  20  to  25  men.  each  giving  a  small  part  of  his  time, 
none  classified  as  a  draftsman:  the  Bureau  of  Soils,  four  draftsmen 
giving  all  their  time,  at  an  aggregate  salary  of  $5,200;  "Weather 
Bureau  four,  giving  all  their  time,  at  an  aggregate  salary  of  $1,800, 
none  of  whom  is  classed  as  a  draftsman. 

1.  Could  not  all  the  drawings  done  in  your  bureau  be  done  in  the 
Division  of  Publications  just  as  satisfactorily  and  more  economically? 
If  not.  why  not? 

The  Office  of  the  Secretary  answers  ';  Yes  " ;  all  others.  "  Xo  " :  the 
general  opinion  being  that  the  work  now  done  in  the  various  bureaus 
requires  that  the  expert  performing  the  work  should  be  in  close  touch 
and  communication  with  the  officers  of  the  bureau  for  which  the  work 
is  being  done. 

5.  What  kind  of  drawings  are  made  in  your  bureau?  State  in 
detail. 

The  various  bureaus  report  as  follows:  Mechanical,  architectural, 
lithographic,  pathological,  and  zoological:  plans  for  various  stable 
and  dairy  buildings  and  abattoirs,  farm  plans,  arrangements  of  farm 
buildings;  microscopic  subjects,  anatomical  drawings  in  color,  topo- 
graphic maps:  type  maps,  grazing  maps,  etc.:  withdrawal  plats, 
lantern  slides,  transparencies,  colored  bromides,  soil  survey  maps, 
county  maps,  drainage  maps,  plans  and  specifications  of  buildings. 

6.  What  drawings,  if  any.  can  not.  in  your  judgment,  be  made  in 
the  Division  of  Publications  ?    Describe  them. 

The  various  bureaus  are  unanimous  in  believing  that  none  of  the 
drawings  made  by  them  could  be  properly  made  in  the  Division  of 
Publications. 

7.  Have  you  any  suggestions  to  make  along  this  line  ? 
Practically  the  only  suggestion  made  by  any  of  the  bureaus  is 

that  the  present  practice  be  continued,  under  which  the  drafting  of 
the  different  bureaus  is  done  bv  and  in  the  bureau  itself. 


EDITORIAL  WORK. 

GENERAL   SUMMARY. 

Kevision  of  manuscripts. — The  Office  of  the  Secretary  and  the  Office 
of  Accounts  turn  all  manuscript  copy  over  to  the  Division  of  Publi- 
cations for  revision.  A  majority  of  the  bureaus  maintain  a  section 
for  this  class  of  work,  and  the  officer  who  is  in  charge  of  this  work 
is  ordinarily  entitled  "  Editor.'1 

Miscellaneous  work. — All  bureaus  which  maintain  a  division  for 
manuscript  revision  do  also  other  work,  such  as  library  work,  pre- 
paring material  for  newspapers,  preparation  of  indexes,  answering 
inquiries  as  to  statistics,  reading  proof,  etc. 

Personnel  and  salaries. — There  are  54  employees  in  various  bureaus 
engaged  in  some  form  of  this  work.  Three  give  all  their  time  to  it; 
IT  are  engaged  in  revising  manuscripts  part  of  their  time,  and  24  are 
engaged  in  other  general  editorial  work.  The  salaries  range  from 
$2,500  (two  at  this  figure)  to  $720. 

Duplication  of  work. — The  generally  expressed  opinion  is  that  the 
work  done  in  the  Division  of  Publications  properly  supplements,  but 
does  not  duplicate,  the  editorial  work  done  in  the  various  bureaus. 

(Detailed  questions  and  summary  of  the  answers  by  the  various 
bureaus  will  be  found  directly  after  the  recommendations  of  the  com- 
mittee on  this  subject.) 

i 

RECOMMENDATIONS  OE  THE  COMMITTEE. 

The  following  recommendations  are  made : 

(1)  That  the  reading  and  revising  of  manuscripts  by  the  bureaus 
be  continued:  that  the  bureaus  be  held  responsible  for  the  accuracy 
of  statements  and  the  form  of  presentation;  that  the  Division  of 
Publications  conduct  such  review  of  manuscripts  and  reference  to 
the  various  bureaus  of  the  department  as  may  be  necessary  from  the 
standpoint  of  the  Secretary's  office,  and  mark  them  for  the  Govern- 
ment Printing  Office;  it  being  understood  that  the  Division  of  Pub- 
lications makes  no  change  in  statement  without  the  approval  or 
knowledge  of  the  bureau  from  which  the  proposed  publication  ema- 
nates. It  is  further  recommended  that  the  Division  of  Publications 
establish  a  uniformity  of  style  in  the  publications  of  the  various 
bureaus,  and  determine  the  form,  size.  type,  number  and  character 
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of  illustrations,  the  edition  to  be  printed  of  each  publication,  having 
the  same  authority  with  regard  to  job  work  of  all  kinds,  with  the 
object  of  securing  economy  and  efficiency  in  the  department  printing. 

(2)  That  all  proof  reading,  except  such  as  is  done  by  the  author,  be 
done  in  the  Division  of  Publications.  It  should  be  understood,  how- 
ever, that  any  changes  made  by  the  author  in  the  proof  shall  be 
made  with  the  approval  of  his  chief  of  bureau. 

(3)  That  all  indexing  be  turned  over  to  the  Division  of  Publica- 
tions. 

(4)  That  all  newspaper  notices  go  through  the  Secretary's  office, 
and  that  no  information  be  given  out,  except  with  the  advice  and 
consent  of  the  chief  of  the  bureau  interested. 

(5)  That  it  is  not  advisable  to  establish  an  office  of  translations. 

(6)  That  it  is  not  advisable  that  the  employees  of  the  so-called 
editorial  forces  of  the  bureaus  should  be  transferred  to  the  Division 
of  Publications. 

(7)  That  the  term  "  editor  "  be  discontinued  as  the  title  of  an  em- 
ployee in  a  bureau,  and  that  a  designation  be  used  which  will  more 
clearly  state  the  nature  of  his  work. 

QUESTIONS  AND  SUMMARY  OF  ANSWERS. 

1.  When  manuscripts  have  been  prepared  for  publication,  are 
they  turned  over  to  an  editor  in  your  bureau  for  reading  or  revision, 
or  are  they  sent  directly  to  the  Division  of  Publications  ? 

In  the  Weather  Bureau,  Animal  Industiw,  Plant  Industry,  Chem- 
istry, and  Forest  Service  manuscripts  are  turned  over  to  an  employee 
designated  as  editor.  In  the  Bureau  of  Soils  a  clerk,  class  4,  does 
this  work.  In  Entomology,  Biological  Surve}^,  Statistics,  Roads, 
and  Library  this  work  is  done  by  clerks  and  by  scientific  assistants 
along  the  several  lines.  In  the  Office  of  Experiment  Stations  manu- 
scripts pass  under  critical  review  of  a  number  of  different  persons 
to  ensure  scientific  accuracy  and  the  most  effective  form  of  presenta- 
tion. The  Office  of  the  Secretary  and  the  Division  of  Accounts  turn 
over  their  manuscripts  directly  to  the  Division  of  Publications. 
The  Division  of  Publications,  of  course,  reads  its  own. 

2.  If  such  revision  is  done  in  your  bureau,  do  you  maintain  an 
office  or  section  for  this  purpose  ? 

The  following  bureaus  answer  substantially  "  Xo : ,?  Weather 
Bureau,  but  it  has  editors  especially  designated  for  the  monthly 
Weather  Review  and  the  Bulletin  of  Mount  Weather  Observatory; 
Soils,  Entomology,  Biological  Survey,  Roads,  Division  of  Accounts, 
and  Library.  The  Bureaus  of  Statistics  and  of  Animal  Industry, 
Plant  Industry,  Chemistry,  and  the  Office  of  Experiment  Stations 
answer  "  Yes."  Forest  Service  maintain  a  section  of  review.  The 
Division  of  Publications  states  that  with  one  or  two  exceptions  each 
bureau,  division,  and  office  is  now  maintaining  an  office  or  section  for 
the  purpose  of  editing. 

3.  If  such  section  is  maintained,  what  other  duties  does  it  perform? 
How  many  employees  does  it  include?  Of  these  how  many  are  em- 
ployed in  revising  manuscripts  and  reports?     How  many  upon  other 


REPORT   OF    COMMITTEE   ON   EFFICIENCY  AND   ECONOMY.  41 

duties?  State  grade  and  salary  of  each  employee  and  set  forth  the 
work  he  performs. 

The  Weather  Bureau,  Bureau  of  Animal  Industry,  Bureaus  of  Plant 
Industry,  Chemistry,  Forest  Service,  Entomology,  Statistics,  Experi- 
ment Stations  and  Roads  all  maintain  sections  of  this  character  which 
perform  many  other  miscellaneous  duties,  such  as  library  work,  at- 
tending to  requests  for  literature  and  miscellaneous  information,  com- 
piling information,  reading  and  correcting  of  proof,  preparing  ma- 
terial for  newspapers,  maintaining  mailing  lists,  making  translations, 
preparing  indexes,  keeping  card  catalogue  indexes  relating  to  the  sub- 
jects treated  in  the  bureau  publications,  preparing  title  pages  and 
tables  of  contents  for  bound  volumes,  supervising  exhibits  at  exposi- 
tions, custody  and  use  of  lantern  slides,  writing  crop  reports,  com- 
pilation of  crop  production,  answering  inquiries  relating  to  statis- 
tics, preparing  statistical  bulletins. 

There  are  54  employees  in  various  bureaus  engaged  in  some  form 
of  this  work.  Three  give  all  their  time  to  it ;  17  are  engaged  in  revis- 
ing manuscripts  part  of  their  time,  and  24  are  engaged  in  other  gen- 
eral editorial  work.  The  salaries  range  from  $2,500  (two  at  this 
figure)  to  $720. 

4.  Do  such  emploj^ees  in  your  office  read  proofs  of  publications? 
Galley  proofs ?     Page  proofs?     How  many  persons  read  each ? 

Only  two  bureaus  do  no  proof  reading;  the  Secretary's  office  and 
the  Office  of  Accounts.  In  all  others  both  galley  and  page  proofs  are 
read,  either  03^  the  authors  or  by  a  clerk  or  both. 

5.  In  3^our  opinion  could  the  Division  of  Publications  take  over 
the  duty  of  preparing  your  manuscripts  for  printing  without  danger 
to  the  department?  If  not,  give  reasons.  Base  your  reply  on  experi- 
ence and,  if  possible,  cite  actual  instances. 

It  is  the  unanimous'  opinion  of  all  the  bureaus  doing  this  class  of 
work  that  it  should  not  be  done  elsewhere.  Good  reasons  based  on 
experience  are  given. 

6.  To  what  extent  does  the  Division  of  Publications  depend  upon 
your  office  in  this  matter  ?  Which,  in  your  opinion,  would  be  better — 
to  cut  out  your  preparation  of  manuscripts  or  cut  out  the  review  of 
your  preparation  now  made  by  the  Division  of  Publications? -Would 
it  be  practicable  to  cut  out  either,  in  whole  or  in  part. 

It  is  the  general  opinion  that  it  is  wise  to  supplement  the  work  of 
the  various  bureaus  by  a  review  in  the  Division  of  Publications;  a 
few  think  that  the  work  done  in  Publications  is  superfluous. 

7.  Please  let  us  have  your  opinion  as  to  the  same  points  with  refer- 
ence to  proof  reading.  Would  it  be  practicable  to  leave  all  proof 
reading,  except  that  done  by  the  author,  to  the  Division  of  Publica- 
tions?    If  not,  why?     Cite  instances  in  support  of  your  opinion. 

The  opinion  of  the  bureaus  on  this  point  is  practically  the  same 
as  that  given  to  question  6. 

8.  Do  you  index  any  of  your  publications?  If  so,  could  this  work 
be  done  by  the  Division  of  Publications?     If  not,  why  not? 

Three  bureaus  do  no  indexing,  one  very  little,  and  the  general 
opinion  is  that  indexing  might  be  done  by  Publications. 

9.  If  not  included  in  answer  to  question  3,  state  whether  your  office 
does  anything  in  the  line  of  notices,  articles,  or  interviews  to  news- 
papers with  reference  to  your  work. 
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Only  a  small  amount  of  work  of  this  specific  character  is  done 
except  by  the  Forest  Service,  which  does  so  from  time  to  time,  but 
always  for  the  approval  of  the  Secretary. 

10.  If  not  included  in  answer  to  question  3,  state  what,  if  any,  work 
in  translating  is  done  in  your  bureau,  and  if  in  your  opinion  such 
work  could  be  better  performed  by  some  central  agency. 

One  bureau  (the  Forest  Service)  employs  a  translator,  whose  time 
is  fully  occupied.  Three  bureaus  have  no  translation  work;  seven 
have  a  little;  three  have  considerable.  With  the  exception  of  the 
bureau  employing  a  translator,  translation  is  usually  done  by  the 
regular  bureau  emplo}'ees. 

11.  What  method  have  you  of  determining  what  bulletins  shall  be 
written  and  who  shall  write  them  ? 

In  general,  no  particular  method  is  followed.  The  status  of  the 
work  usually  suggests  to  the  bureau  or  division  chief  the  need  of  a 
bulletin,  and  assignments  are  made  to  prepare  it.  The  Secretary  calls 
into  conference  the  chiefs  who  have  charge  of  special  lines  of  work 
and  orders  work  to  be  done  and  results  printed. 


LAW. 

GENERAL   SUMMARY. 

Authorization. — The  legal  work  of  the  department  is  assigned  to 
the  Solicitor  by  the  agricultural  appropriation  act  of  May  26,  1910 
(36  Stat.,  416),  and  the  duties  of  the  Solicitor  are  defined  in  general 
orders  of  the  Secretary  of  Agriculture,  Nos.  85,  138,  and  140.  The 
most  important  line  of  activity  in  the  office  includes  the  legal  work 
incident  to  the  administration  of  the  several  acts  of  Congress 
intrusted  to  the  Secretary  of  Agriculture  for  enforcement.  This 
body  of  legislation  includes  11  acts  of  Congress,  as  follows :  The  food 
and  drugs  act  (act  of  June  30,  1906;  34  Stat,,  768)  ;  the  acts  for  the 
protection  of  the  national  forests  (act  of  June  4,  1897;  30  Stat.,  35; 
act  of  Feb.  15.  1901;  31  Stat.,  790,  as  amended  by  the  act  of  Feb.  1, 
1905:  33  Stat.,  628)  ;  the  28-hour  law  (act  of  June  29,  1906;  33  Stat., 
607)  ;  the  meat-inspection  amendment  (act  of  June  30,  1906;  34  Stat., 
674)  :  the  live-stock  quarantine  acts  (act  of  May  29,  1884;  23  Stat., 
31 ;  act  of  Mar.  3. 1905 ;  33  Stat..  1264)  ;  the  Lacey  Act  (act  of  May  25, 
1900:  31  Stat..  187:  sec.  84,  Criminal  Code  of  the  United  States;  35 
Stat..  1088,  1104)  ;  the  insecticide  act  (act  of  Apr.  26,  1910;  36  Stat., 
331)  ;  and  the  insect-pest  act  (33  Stat.,  1269). 

Personnel. — Including  the  Solicitor,  there  are  41  employees  in  the 
office  of  the  Solicitor  of  this  department ;  of  these  25  are  law  clerks, 
2  are  clerks  engaged  in  file  work,  11  are  stenographers  and  t}^pe- 
writers,  and  2  are  messengers.  The  salaries  of  the  law  clerks  are  as 
follows:  One  at  $2,500,  nine  at  $2,000,  eight  at  $1,800,  four  at 
$1,600,  two  at  $1,400,  and  one  at  $1,200. 

Method  and  nature  of  work. — The  food  and  drugs  act  is  administered 
through  the  Bureau  of  Chemistry,  whose  inspectors  secure  samples  of 
food  and  drug  products  which  apparently  are  adulterated  or  mis- 
branded,  and  whose  chemists  analyze  and  examine  the  same.  These 
reports  are  transmitted  to  the  Solicitor  to  determine  whether  or  not 
a  violation  of  the  law  has  been  committed,  in  order  that  a  report  of 
the  case,  with  recommendation  as  to  the  necessity  of  a  hearing  re- 
quired by  law  previous  to  the  institution  of  criminal  prosecution,  may 
be  submitted  to  the  Secretary  of  Agriculture.  If  the  recommendation 
be  approved  and  hearing  is  held,  the  case  is  again  reported  to  this 
office,  together  with  report  of  hearing,  copy  of  testimony,  and  evi- 
dence submitted  by  the  party  cited,  for  further  examination  and  de- 
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termination  whether  case  should  be  prosecuted  or  abated.  If  the 
evidence  be  sufficient,  a  report  of  the  case,  for  the  signature  of  the 
Secretary  of  Agriculture,  is  prepared  for  transmission  to  the  At- 
torney General;  if  the  evidence  be  defective,  the  case  is  returned  to 
the  Bureau  of  Chemistry  with  a  statement  to  that  effect  and  direction 
to  secure  the  evidence  required.  In  the  fiscal  year  1910,  990  cases 
under  this  act  were  reported  to  the  Attorney  General.  Upon  reports 
of  agents  of  the  Bureau  of  Chemistry  the  Secretary  of  Agriculture, 
upon  recommendation  of  this  office,  requests  United  States  attorneys, 
by  wire,  to  effect  seizures  of  adulterated  or  misbranded  food  and 
drugs. 

Inspectors  of  the  Bureau  of  Animal  Industry  are  stationed  at  all 
important  live-stock  centers  and  at  the  larger  packing  houses  where 
inspection  is  maintained  under  the  meat-inspection  law.  It  is  part 
of  the  duties  of  these  inspectors  to  secure  evidence  of  apparent  vio- 
lations of  the  28-hour  law,  the  live-stock  quarantine  acts,  and  the 
meat-inspection  law,  and  to  transmit  same  to  the  Chief  of  the  Bureau 
of  Animal  Industry;  thereafter  these  reports  are  forwarded  to  the 
Solicitor  for  determination  whether  a  case  has  been  made  out.  If 
the  evidence  be  found  sufficient,  a  report  of  the  case  is  prepared  for 
submission  to  the  Attorney  General  over  the  Secretary's  signature; 
if  additional  evidence  be  needed,  the  Chief  of  the  Bureau  of  Animal 
Industry  is  requested  to  furnish  it,  the  particulars  being  specified. 
In  this  connection  638  cases  were  reported  to  the  Attorney  General 
for  prosecution  in  the  fiscal  year  1910. 

When  detailed  reports  of  trespasses  on  the  national  forests  are 
submitted  to  the  district  foresters,  together  with  statements  of  such 
representations  as  the  trespasser  deems  proper  to  make,  all  papers, 
together  with  the  recommendation  of  the  district  forester,  are  sub- 
mitted to  the  local  representative  of  this  office  for  determination 
whether  the  report  contains  sufficient  information  to  warrant  sub- 
mitting the  matter  to  the  Secretary  of  Agriculture.  If  the  case  is 
complete,  the  papers  are  forwarded,  through  the  Forester,  at  Wash- 
ington, to  the  Solicitor  for  recommendation  to  the  Secretary.  If,  in 
the  opinion  of  the  local  representative  of  this  office,  a  case  has  not 
been  made  out,  additional  information  is  requested,  the  particulars 
being  specified.  In  the  case  of  unintentional  trespasses  an  oppor- 
tunity is  afforded  the  trespasser  to  refund  the  value  of  the  timber, 
forage,  or  other  forest  products  injured  or  destroyed;  in  the  case  of 
willful  trespasses  the  Attorney  General  is  requested  in  the  letter 
reporting  the  case  to  institute  suit  to  recover  the  value  of  the  forest 
products  injured  or  destroyed,  together  with  such  exemplary  damages 
as  a  jury  may  award.  Between  January  15,  1910,  and  June  30,  1910, 
105  apparent  violations  of  these  acts  were  reported  to  the  Attorney 
General. 
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In  addition,  reports  of  apparent  violations  of  the  insect-pest 
act,  enforced  through  the  Bureau  of  Entomology;  the  Federal  game 
laws,  enforced  through  the  Bureau  of  Biological  Survey;  and  the 
insecticide  act,  enforced  through  an  administrative  board,  are  sub- 
mitted to  this  office  to  determine  whether  violations  of  these  several 
laws  have  been  made  out.  If  the  reports  are  complete  the  cases  are 
prepared  for  transmission  to  the  Attorney  General  over  the  signature 
of  the  Secretary  of  Agriculture.  If  incomplete  they  are  returned  to 
the  bureaus  interested,  with  request  that  additional  information  be 
supplied.  The  Avork  of  this  office  in  this  connection,  though  con- 
siderable, does  not  terminate  when  an  apparent  ATiolation  of  any  of 
the  statutes  mentioned  has  been  brought  to  the  attention  of  the 
Attorney  General,  but  thereafter  each  case  involves  correspondence 
with  United  States  attorneys  in  reference  to  the  presence  of  witnesses 
at  the  trial,  questions  of  laAv  arising  in  connection  with  the  cases, 
and  other  details  connected  Avith  the  actual  presentation  of  the  cases 
in  court.  Much  time  and  labor  are  often  spent  in  the  preparation 
of  exhaustiA^e  opinions  as  a  basis  for  the  preparation  by  United 
States  attorneys  of  briefs  on  appeal.  There  is  also  a  large  amount 
of  work  of  a  miscellaneous  character  performed  for  the  Forest  Serv- 
ice, including  the  preparation  of  opinions  on  questions  arising  in 
connection  with  the  administration  of  the  national  forests,  the  han- 
dling of  claims  of  settlers,  entrymen,  and  locators  of  lands  included 
within  the  boundaries  of  the  national  forests;  supervision  of  the 
issuance  of  permits  for  the  use  of  rights  of  way  through  the  national 
forests  and  of  permits  to  power  companies  for  the  generation  and  dis- 
tribution of  electrical  power,  together  with  general  litigation  arising 
out  of  unlawful  occupancy  of  lands  in  the  national  forests  by  com- 
mercial power  companies;  actions  against  railroad  companies  for 
the  recovery  of  the  value  of  timber  destroyed  through  fire,  and 
actions  based  on  the  fraudulent  acquisition  of  patents  to  lands 
within  national  forests. 

Another  important  line  of  work  is  that  of  preparing  contracts, 
leases,  bonds,  and  other  legal  instruments  to  which  the  department  is 
a  party  or  in  which  it  is  interested.  Three  hundred  and  fifty-six 
instruments  of  this  character  were  prepared  in  the  fiscal  year  1910. 

Inventions  perfected  by  department  employees  during  Government 
time  and  with  Government  money  are  required  by  the  order  of  the 
Secretary  of  Agriculture  of  May  8,  1905,  to  be  dedicated  to  the 
people.  All  work  in  this  connection,  including  the  preparation  and 
prosecution  of  applications  for  patents  (nine  application  for  letters- 
patent  being  filed  in  the  fiscal  year  1910),  opinions  as  to  the  extent 
of  existing  patent  rights,  ascertainment  whether  patents  have  been 
granted  or  trade-marks  issued,  and  the  handling,  in  part,  of  inter- 
ference cases,  is  assigned  to  this  office.     Many  lines  of  work,  each 
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constituting  no  small  item  of  time  and  labor,  can  be  given  only  a  pass- 
ing reference ;  they  include  cases  arising  in  the  Court  of  Claims,  mis- 
cellaneous proceedings,  such  as  civil  suits  against  department  inspec- 
tors, cases  involving  the  presentation  of  fraudulent  vouchers,  con- 
version of  Government  property,  work  incident  to  the  issuing  of 
notices  of  judgment  of  the  courts  in  cases  under  the  food  and  drugs 
act,  the  28-hour  law,  and  other  statutes  enforced  through  the  de- 
partment for  the  guidance  of  United  States  attorneys,  the  prepara- 
tion of  opinions  for  the  Secretary,  and  questions  of  law  arising  gen- 
erally in  the  work  of  the  department  proper. 

It  is  extremely  difficult  to  convey  an  adequate  idea  of  the  volume 
of  work  of  this  office  in  the  form  of  a  report;  suffice  it  to  say  that 
since  June  30,  1909,  the  work  of  this  office  has  more  than  doubled, 
and  during  the  month  of  December,  1910,  by  actual  count,  1,358  let- 
ters and  department  memoranda  were  received  in  the  Washington 
office  and  1,811  letters  and  department  memoranda  sent  out. 

RECOMMENDATIONS  OE  THE  COMMITTEE. 

The  committee  has  no  recommendations  or  suggestions  to  offer  on 
this  subject,  being  convinced  that  the  law  work  of  the  department 
is  most  efficiently  and  economically  conducted,  and  that  the  consoli- 
dation of  all  the  law  work  of  the  department  in  one  office  has  been 
most  beneficial. 


LIBRARIES. 

GENERAL   SUMMARY. 

Organization. — There  is  a  main  library,  in  charge  of  the  department 
Librarian,  and  there  are  branch  libraries  in  all  bureaus  except  Ani- 
mal Industry,  Soils,  Accounts,  and  Publications.  The  Weather 
Bureau  has  a  library,  but  it  is  not  a  branch  of  the  main  library. 
The  department  Librarian  has  no  supervision  over  the  employees  of 
the  branch  libraries,  but  is  charged  with  the  purchase  of  all  books 
for  the  use  of  the  department  for  the  District  of  Columbia. 

Personnel. — There  are  39  clerks  engaged  in  this  work  whose  aggre- 
gate salary  amounts  to  $45,460.  In  the  Bureau  of  Biological  Sur- 
vey one  clerk  gives  one-third  of  his  time  to  the  work  at  an  esti- 
mated salary  of  $400.  In  the  department  library  there  are  17 
clerks  employed  at  an  aggregate  salary  of  $18,540. 

Number  of  volumes. — There  are  approximately  135,898  bound  vol- 
umes in  the  main  library  and  the  various  branch  libraries  of  the 
department,  and  their  value  is  estimated  at  $404,550;  also  65,410  un- 
bound volumes,  having  an  estimated  value  of  $27,755,  making  a 
total  of  201,308  volumes,  at  an  estimated  value  of  $432,305. 

Character  of  volumes. — The  books  in  the  main  library  are  all  scien- 
tific and  technical  in  character,  relating  to  agriculture  in  the  broad- 
est sense  of  the  term  and  all  cognate  subjects.  The  branch  libraries 
are  composed  of  scientific  and  technical  publications  relating  more 
or  less  directly  to  the  scientific  subjects  in  which  the  bureaus  are 
particularly  interested. 

There  are  no  books  of  fiction  in  any  of  the  libraries  of  the 
department. 

(Detailed  questions  and  summary  of  the  answers  of  the  various 
bureaus  will  be  found  directly  after  the  recommendations  of  the 
committee  on  this  subject.) 

RECOMMENDATIONS   OE    THE    COMMITTEE. 

The  following  recommendations  are  made : 

(1)  That  all  surplus  and  duplicate  books  not  required  for  frequent 
use  in  the  bureau  branch  libraries  be  turned  over  to  the  main  library 
of  the  department  and  that  only  small  working  libraries  be  main- 
tained in  the  various  branches,  with  the  exception  of  the  Weather 

47 


48  REPORT   OF    COMMITTEE    0>7  EFFICIENCY   AXD   ECONOMY. 

Bureau  and  the  Forest  Service.  The  size  of  a  particular  branch 
library  and  the  number  of  books  to  be  carried  therein  should  be  left 
to  the  chief  of  that  bureau  and  the  Librarian  of  the  department,  in 
order  that  the  work  of  the  bureaus  may  not  be  crippled  by  undue 
restriction  of  the  branch  libraries. 

(2)  That  the  Librarian  of  the  department  be  consulted  in  regard  to 
all  library  appointments  in  the  department,  and  that  there  be  central- 
ization of  administration  whereby  all  the  branch  libraries  and  the 
force  engaged  strictly  in  library  work  of  the  department  will  be 
brought  under  the  jurisdiction  and  supervision  of  the  Librarian  of 
the  department,  with  the  exception  of  the  Weather  Bureau  and  the 
Forest  Service.  This,  however,  does  not  contemplate  a  transfer  of 
the  library  force  of  each  bureau  to  the  rolls  of  the  main  library. 

If  the  plan  for  centralization  of  administration  be  adopted,  the 
Librarian  of  the  department  will  be  able  to  get  a  more  comprehensive 
view  and  make  a  fairer  estimate  of  the  needs  of  the  bureaus  and  will 
be  in  a  better  position  to  judge  of  the  necessity  of  maintaining  large 
or  small  collections  of  books  in  the  bureaus.  If  all  the  library  work 
of  the  department  were  under  one  administration,  it  would  also  be 
possible  to  detail  assistants  from  the  main  library  to  the  bureau 
libraries  and  from  the  bureau  libraries  to  the  main  library,  which 
would  result  in  greater  familiarity  on  the  part  of  such  librarians 
with  the  resources  of  the  library  and  a  better  understanding  of  the 
work  and  needs  of  the  department  as  a  whole.  At  present  a  bureau 
library  is  too  apt  to  emphasize  its  own  needs  and  minimize  the  needs 
of  other  bureaus,  while  the  main  library,  on  the  other  hand,  is  not 
brought  into  as  close  touch  with  the  work  of  the  bureaus  as  the 
bureau  libraries  are,  and  therefore  does  not  always  fully  know  their 
needs.  This  tendency  on  the  part  of  the  bureau  libraries  and  the 
main  library  toward  a  one-sided  view  can  only  be  corrected  through 
a  better  knowledge  on  the  part  of  each  of  the  needs  of  the  other,  and 
it  is  believed  that  this  can  only  be  remedied  through  centralization  of 
administration.  As  the  Weather  Bureau  and  the  Forest  Service  are 
at  some  distance  from  the  main  department,  it  is  believed  that  these 
two  libraries  should  be  conducted  as  independent  libraries  so  far  as 
any  supervision  over  the  personnel  or  library  work  by  the  Librarian 
of  the  department  is  concerned. 

(3)  That  an  inventor}7  be  taken  of  the  books  in  each  library  at  least 
once  in  every  three  years. 

(4)  That  the  Librarian  of  the  department  formulate  rules  and 
regulations  for  collecting  the  value  of  books  when  lost. 

(5)  That  the  Librarian  of  the  department  formulate  rules  and 
regulations  for  a  uniform  s}7stem  of  cataloguing  and  charging  books 
throughout  the  department. 

(6)  That  the  index  of  veterinary  literature  now  maintained  in  the 
Bureau  of  Animal  Industry  be  transferred  to  the  department  library 
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and  the  force  at  present  engaged  thereon  be  placed  under  the  juris- 
diction and  supervision  of  the  Librarian  of  the  department. 

(7)  That,  in  so  far  as  practicable,  bibliographical  work  and  index- 
ing (other  than  the  indexing  of  department  publications)  be  done  by 
the  library  of  the  department. 

(8)  That  all  exchanges  received  in  return  for  department  publica- 
tions be  regarded  as  the  property  of  the  main  library  and  be  sent 
there  to  be  catalogued.  If  required  by  the  bureaus  later,  such  ex- 
changes received  could  be  loaned  in  the  usual  manner. 

100991—11 4 


MONEY  RECEIPTS. 

GENERAL  SUMMARY. 

Amount. — A  total  of  $2,152,516.72  (in  the  form  of  cash  money 
orders,  or  checks)  was  received  during  the  last  fiscal  year,  ranging 
from  $23.63  by  the  Bureau  of  Plant  Industry,  to  $2,125,444.52  by 
the  Forest  Service.     Seven  bureaus  report  no  receipts. 

Records. — Supplementing  the  various  records  in  the  bureaus  the 
disbursing  office  keeps  a  journal  of  receipts,  in  which  a  record  of  all 
money  received  is  entered  in  sufficient  detail  to  permit  the  ready 
identification  of  any  item  at  any  time. 

Disposition. — With  the  exception  of  Forest  Service  receipts,  which 
are  usually  made  payable  to  the  Treasurer  of  the  United  States  and 
forwarded  to  a  Government  depositary,  all  receipts  transmitted  to 
the  disbursing  office  are  converted  into  cash  by  him  and  deposited 
into  the  Treasury  every  30  days,  as  required  by  law. 

(Detailed  questions  and  summary  of  the  answers  of  the  various 
bureaus  will  be  found  directly  after  the  recommendations  of  the 
committee  on  this  subject.) 

RECOMMENDATIONS   OF   THE   COMMITTEE. 

The  following  recommendations  are  made : 

(1)  That  the  disbursing  clerk  make  a  general  abstract  quarterly 
and  in  duplicate  of  all  moneys  received  on  a  separate  sheet  for  each 
bureau,  showing  the  character  of  receipt  and  the  appropriation  of 
funds  to  which  it  is  credited,  together  with  the  number  of  certificate 
of  deposit.  These  abstracts  should  be  forwarded  in  duplicate  to 
the  chief  clerk  of  the  department,  who  should  forward  to  each  bureau 
the  abstract  pertaining  to  its  work  for  comparison  with  the  receipt 
records.  If  the  abstracts  are  found  to  be  correct,  the  bureau  should 
return  them  to  the  chief  clerk  with  appropriate  notation.  He  should 
then  check  the  abstracts  against  the  certificates  of  deposit  on  file  in 
the  disbursing  office,  and  if  they  are  found  to  agree,  should  so  cer- 
tify upon  both  originals  and  duplicates,  one  set  to  be  returned  to  the 
disbursing  clerk  and  one  retained  by  the  chief  clerk. 

(2)  That  when  money  is  sent  in  by  an  employee  of  the  department 
a  formal  transmittal  should  be  used  for  the  purpose,  made  out  in 
triplicate  similar  in  form  to  that  now  used  for  turning  in  condemned 
property  to  the  property  clerk.  Original  forms  should  be  sent  with 
the  remittance  to  the  disbursing  clerk,  the  duplicate  mailed  to  the 
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chief  of  the  bureau,  and  the  triplicate  retained  by  the  employee. 
Private  individuals  from  whom  money  is  to  be  received  should  be 
advised  by  the  bureau  that  remittance  should  be  sent  direct  to  the 
disbursing  clerk  and  an  envelope  addressed  to  that  officer  should  be 
inclosed  to  insure  the  desired  action.  Upon  the  receipt  of  such  a 
remittance  the  disbursing  clerk  should  acknowledge  same  to  the 
sender,  and  should  advise  the  bureau  concerned  to  ship  the  goods  or 
articles  desired.  The  bureau  should  file  its  notification  with  other 
paj^ers  pertaining  to  remittances. 

(3)  That  in  the  sale  of  condemned  property,  except  in  connection 
with  the  Forest  Service  outside  of  Washington  on  account  of  the 
employment  of  fiscal  agents,  the  present  plan  of  appointing  a  board 
of  survey  be  continued,  but  that  the  duplicate  form  now  in  use  should 
be  changed  so  as  to  have  an  original  copy  for  the  approval  of  the 
Secretary  and  two  extra  copies  attached,  making  the  form  similar  to 
that  to  be  used  by  employees  in  sending  in  cash  remittances.  The 
original  form,  bearing  the  approval  of  the  Secretary,  should  be  sent 
direct  to  the  disbursing  clerk  with  the  remittance,  the  duplicate 
should  be  sent  to  the  bureau,  and  the  triplicate  should  be  retained  by 
the  official  conducting  the  sale. 

(4)  Each  chief  of  bureau  or  independent  office  receiving  remit- 
tances from  persons  desiring  to  purchase  Government  publications 
should  enter  each  receipt  in  a  record  book  and  transmit  such  funds 
to  the  Chief  of  the  Division  of  Accounts  and  Disbursements  by  dupli- 
cate letter,  the  carbon  copy  of  which  should  have  attached  thereto  a 
receipt  form  for  signature  and  return  to  the  bureau  or  independent 
office.  The  form  of  these  record  books  and  duplicate  letters  should  be 
decided  upon  by  the  Chiefs  of  the  Division  of  Publications  and  Ac- 
counts and  Disbursements,  and  should  be  uniformly  used  throughout 
the  department. 

The  Chief  of  the  Division  of  Accounts  and  Disbursements  should 
enter  each  transaction  in  his  records,  and  through  cooperation  with 
the  Chief  of  the  Division  of  Publications  there  should  be  transmitted 
to  the  Superintendent  of  Documents  certain  prompt  orders  for  the 
sending  of  the  publications  to  the  individuals  requesting  same. 

The  Chief  of  the  Division  of  Accounts  and  Disbursements  should 
periodically  transmit  the  funds  received  for  such  purchases  to  the 
Superintendent  of  Documents  in  payment  thereof  and  covering  the 
orders  previously  forwarded. 

The  Department  of  Agriculture  is  not  authorized  by  law  to  sell 
publications,  but  the  Superintendent  of  Documents  is  so  authorized 
by  an  act  of  1895.  and  it  is  the  practice  and  policy  of  the  department 
to  have  all  purchases  of  department  publications  made  directly 
through  the  Superintendent  of  Documents.  In  the  past  there  has  been 
some  confusion  in  this  regard,  and  although  the  lists  of  the  depart- 
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ment  distinctly  state  that  publications  are  for  sale  only  by  the  Super- 
intendent of  Documents,  a  number  of  requests,  together  Trith  money 
orders,  checks,  etc.,  have  come  direct  to  the  department.  Becently 
the  lists  of  the  department  have  been  prepared  without  any  mention 
of  prices,  and  when  requests  are  made  for  certain  publication.-  con- 
tained on  these  lists  either  the  publications  are  forwarded  or  if  they 
are  not  available  form  letters  are  sent  to  the  applicants  stating  that 
the  supply  is  exhausted,  and  if  they  desire  the  publications  they  may 
secure  them  at  such  a  price  by  applying  direct  to  the  Superintendent 
of  Documents  and  forwarding  to  him,  payable  to  his  order,  money 
order,  check,  etc.  This  practice  now  in  vogue  in  the  department  has 
resulted  in  materially  reducing  the  amount  of  money  forwarded  to 
the  department  in  payment  for  publications,  and  it  is  believed  that 
shortly  the  amount  will  be  reduced  to  quite  a  small,  insignificant 
sum.  It  is  submitted  that  however  small  such  amounts  may  be  that 
strict  accountability  should  be  made  along  the  lines  as  recommended 
by  the  committee,  and  it  is  further  believed  that  the  method  of 
handling  money  receipts,  if  modified  as  suggested  in  the  foregoing 
recommendations,  will  give  as  close  a  check  on  such  receipts  as  it  is 
possible  to  devise. 

QUESTIONS   AND   SUMMARY   OF   ANSWERS. 

1.  How  much  money  was  received  during  the  past  fiscal  year  from 
the  sale  of  products,  card  indexes,  condemned  Government  property, 
rebates  on  mileage  books,  unused  portions  of  railroad  tickets,  photo- 
graph negatives,  etc.  ? 

Weather  Bureau $3,  951.  57 

Bureau  of  Animal  Industry 2,  651.  94 

Bureau  of  Plant  Industry 23.63 

Bureau    of   Chemistry 0.  00 

Forest   Service 1 2, 125,  414.  52 

Bureau   of  Statistics ,            10S.  11 

Office  of  Experiment   Stations 8,  252.  35 

Division  of  Publications 11,  591.  37 

Division  of  Accounts 2 10,  493.  23 

Total 2, 152,  516.  72 

2.  "What  record  is  kept  of  money  so  received? 

Several  bureaus  make  the  letter  of  transmittal  of  such  funds  to  the 
disbursing  officer  of  the  department  so  explicit  that  a  retained  copy 
suffices  for  the  bureau  record.  Other  bureaus  make  a  book  record  of 
each  transaction.  In  the  Forest  Service  forest  supervisors  keep  a  de- 
tailed record  of  receipts  from  national  forest  resources,  briefer  and 
more  general  records  of  same  transactions  being  kept  by  district  fiscal 
agents  and  the  Washington  office;  records  of  all  other  receipts  are  also 
made.  In  the  Weather  Bureau  all  letters  transmitting  moneys  are 
recorded  in  the  file  room  and  then  sent  to  the  Assistant  Chief,  Divi- 
sion of  Accounts. 

1  Of  this  amount  $1,270.27  was  received  with  applications  for  publications  on  sale  by 
the  Superintendent  of  Documents  and  forwarded  directly  to  that  officer. 

2  The  greater  portion  of  this  amount  was  received  from  the  various  bureaus  and  is 
included  in  the  totals  reported  by  them,  as  well  as  under  the  Accounts  Division. 
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In  the  disbursing  office  of  the  department  a  journal  of  receipts  is 
kept,  wherein  a  record  of  all  moneys  received  is  entered  in  sufficient 
detail  to  permit  the  ready  identification  of  any  item  at  any  time. 

3.  Was  the  mone}T  received  by  one  employee  or  several  employees 
in  each  bureau? 

By  one  employee  in  half  of  the  bureaus  and  by  several  employees 
in  the  other  bureaus.    The  practice  has  not  been  uniform. 

4.  Was  the  money  in  the  form  of  cash,  money  orders,  or  checks  ? 
Receipts   are   usually   in   the   form   of  checks,   money   orders,   or 

drafts,  but  occasionally  cash  in  small  amounts  is  received.  In  the 
Forest  Service  districts  outside  of  Washington  employees  do  not 
actually  receive  the  collections  due  the  Government.  The  forest 
officer  in  charge  certifies  the  amount  due ;  the  payer  forwards  the 
money  to  the  designated  United  States  depository;  the  depository 
notifies  the  district  fiscal  agent,  who  in  turn  notifies  the  forest  officer 
in  charge, 

5.  If  in  the  form  of  money  orders  or  checks,  to  whose  order  were 
these  money  orders  and  checks  made  ? 

Not  considering  Forest  Service  field  receipts,  money  orders  or 
checks  are,  in  the  majority  of  cases,  drawn  to  the  order  of  the  dis- 
bursing officer  of  the  department,  although,  on  the  whole,  there 
is  considerable  variation  from  this  practice. 

6.  Upon  receipt  of  the  money,  what  disposition  was  made  of  it  ? 
The  custom  of  transmitting  such  receipts  to  the  disbursing  officer 

of  the  department  is  quite  general;  all  receipts  transmitted  to  him 
are  converted  into  cash  and  deposited  in  the  Treasury  every  30  days, 
in  accordance  with  provisions  of  section  3621,  Revised  Statutes. 
Moneys  received  for  the  purchase  of  publications  are  forwarded  to 
the  Superintendent  of  Documents.  Moneys  received  from  the  sale 
of  products  in  Alaska.  Hawaii,  Porto  Rico,  and  Guam  are  deposited 
by  the  temporary  disbursing  agents  in  Government  depositories. 
In  the  field  work  of  the  Forest  Service  no  moneys  are  actually 
received  by  the  employees,  the  depositors  (payers)  forwarding 
amounts  due  direct  to  the  Government  depositories. 

7.  Is  it  possible  to  check  the  amounts  received  against  the  record 
of  deposits  in  the  Treasury  made  by  the  disbursing  clerk? 

Yes;  in  all  cases.    . 

8.  When  receipts  are  turned  over  to  the  disbursing  clerk,  is  a 
duplicate  receipt  obtained  from  him;  and  if  so,  what  disposition  is 
made  of  it  ? 

Duplicate  receipts  are  taken  and  filed  in  case  of  all  bureaus. 

9.  Under  the  present  organization  is  it  feasible  to  have  all  money 
sent  to  one  employee  in  each  bureau  and  record  thereof  kept  in  one 
place  in  that  bureau  ? 

Many  bureaus  already  follow  this  form  of  procedure,  which  would 
also  be  feasible  in  all  the  other  bureaus  except  the  Bureau  of  Plant 
Industry  and  the  Forest  Service. 

10.  If  so,  should  not  this  employee  be  bonded? 

The  majority  of  bureaus  seem  inclined  to  believe  that  such  bonding 
is  unnecessary,  the  underlying  reason  apparently  being  that  the  funds 
handled  are  usually  too  small  to  justify  bonding  expenses. 

11.  Would  it  not  be  well  to  have  the  employee  examine  the  records 
of  the  disbursing  clerk's  office  to  see  that  all  money  turned  over  to 
him  has  been  deposited  in  the  Treasury? 
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This  is  now  done  by  one  bureau,  the  Office  of  Experiment  Stations. 
Some  of  the  bureaus  think  this  course  unnecessary,  in  view  of  the  rela- 
tively small  amounts  of  money  involved.  Other  bureaus  think  that 
such  an  examination  should  be  made,  but  by  a  special  employee  of 
the  office  of  the  Secretary  or  by  the  chief  clerk  of  the  department, 

12.  Would  it  not  also  be  well  for  the  disbursing  officer  to  check  the 
books  of  each  bureau  to  see  that  all  remittances  recorded  therein  have 
been  transmitted  to  him  for  deposit  in  the  Treasury  ? 

The  bureaus  generally  agree  that  such  action  would  be  desirable, 
either  by  the  disbursing  officer  or  by  a  special  disinterested  employee 
from  the  office  of  the  Secretary. 

13.  Is  it  advisable  that  all  remittances  be  sent  directly  to  the  dis- 
bursing officer?     If  not,  why? 

Several  of  the  bureaus  think  that  on  account  of  their  greater  famili- 
arity with  the  details  of  the  transactions  involved,  remittances  should 
come  through  them  rather  than  direct  to  the  disbursing  officer,  in 
order  that  they  may  advise  the  disbursing  officer  of  the  exact  nature 
of  each  transaction.  Many  of  the  bureaus,  however,  believe  that  the 
money  should  be  transmitted  direct  to  the  disbursing  officer  of  the 
department, 

14.  Have  you  any  suggestions  to  make  for  the  more  efficient  hand- 
ling of  money  receipts,  or  is  the  present  plan  considered  satisfactory  ? 

The  Bureau  of  Animal  Industry  suggests  the  installation,  in  all 
bureaus,  of  some  uniform  method  of  handling  money  receipts,  and 
suggests  that  the  Secretary  appoint  or  designate  an  employee  specific- 
ally charged  with  the  duty  of  checking  accounts,  both  in  the  bureaus 
and  in  the  disbursing  office.  The  Bureau  of  Statistics  offers  no  sug- 
gestion, but  complains  that  often,  when  notified  of  a  deposit  to  the 
credit  of  its  appropriations,  the  accompamdng  information  is  not  suffi- 
ciently detailed  and  explicit  to  enable  it  to  locate  the  transaction 
quickly.  The  Division  of  Publications  suggests  that  all  requests  for 
photographic  work  be  drawn  and  started  in  that  division. 


PERSONNEL. 

GENERAL   SUMMARY. 

Number  and  location  of  employees. — Total  number  of  "  salaried  " 
employees,  10,702,  of  which  8,261,  or  77  per  cent,  are  employed  "  in 
the  field,"  and  2,441,  or  23  per  cent,  are  employed  in  Washington. 

Sex  and  age. — Ninety-one  per  cent,  or  9,699,  are  male;  1,003,  or  9 
per  cent,  are  female.  The  work  of  the  female  employees  is  generally 
reputed  to  be  as  efficient  and  satisfactory  as  that  of  the  males. 
Eighty-eight  per  cent  of  the  employees  of  the  department  are  under 
50  years  of  age;  8  per  cent  are  between  50  and  60;  3J  per  cent  are 
over  60  years  of  age;  and  one-half  of  1  per  cent  are  over  70  years 
of  age. 

Superannuation. — There  are  73  employees  reported  to  be  partially 
incapacitated  for  work;  25  are  in  Washington  and  48  are  outside  of 
it.  Two  in  Washington  are  reported  as  totally  incapacitated,  and  are 
on  extended  leave  without  pay. 

Salaries,  September,  1910. — The  total  paid  for  the  month  was 
$876,134,  of  which  $119,000,  or  about  14  per  cent,  was  paid  to  em- 
ployees whose  duty  it  is  to  supervise  the  work  of  others. 

"  Excepted  "  employees. — There  are  1,927  employees  in  the  depart- 
ment excepted  from  the  classified  service,  ranging  from  9  in  the 
Weather  Bureau  to  744  in  Plant  Industry  (largely  agents  and  col- 
laborators) .     Four  of  the  bureaus  have  none. 

(Detailed  questions  and  summary  of  answers  of  the  various  bureaus 
will  be  found  directly  after  the  recommendations  of  the  committee  on 
this  subject.) 

RECOMMENDATIONS  OF  THE  COMMITTEE. 

The  following  recommendations  are  made : 

(1)  That  it  would  be  impracticable  in  the  extreme  to  attempt  to 
establish  a  civil-service  register  from  which  appointments  would  have 
to  be  made,  where  experts  of  a  technical  nature  are  needed,  as  where 
peculiar  or  unusual  skill  in  some  particular  branch  of  work  is 
required. 

(2)  That  the  civil-service  rules  now  existing  which  prevent  or 
restrict  the  employment  of  unskilled  laborers  be  modified  in  such  a 
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manner  as  to  preclude  delay  in  the  work  of  a  bureau  or  department, 
such  as  results  now  from  present  practice,  and  that  it  be  sufficient  for 
the  bureau  to  submit  a  certificate  signed  by  the  station  or  district 
agents,  giving  the  number  of  temporary  laborers  employed  for  the 
month  and  stating  that  the  rules  and  regulations  of  the  Civil  Service 
Conunission  have  been  complied  with  in  every  respect.  This  might 
be  supported  either  by  affidavit  or  by  some  special  form  of  certificate 
approved  by  the  commission,  and  might  also  bear  the  approval  of  the 
chief  and  the  Secretary,  and  transmitted  to  the  commission  for  their 
record. 

(3)  If  the  procedure  in  recommendation  2  is  not  approved,  it  is 
then  recommended  as  a  substitute  that  the  form  required  in  reporting 
such  temporary  laborers  b}T  a  bureau  be  changed  so  that  a  face  sheet 
and  final  sheet  may  be  used  as  covers  to  intervening  pages,  which 
will  then  require  but  one  signature  to  each  complete  report. 

(4)  That  there  be  a  modification  of  the  rule  or  change  in  pro- 
cedure as  regards  the  report  of  changes  in  employees  of  the  depart- 
ment to  the  Civil  Service  Commission.  The  civil-service  provisions 
on  this  regard  are  set  forth  in  Eule  XIII,  Report  of  Changes : 

1-  Every  nominating  or  appointing  officer  in  the  executive  civil 
service  shall  report  in  detail  to  the  commission,  whenever  and  in 
such  manner  as  it  may  prescribe,  all  changes  in  the  service  under  his 
authority,  whether  they  affect  positions  or  employees  that  are  classi- 
fied, unclassified,  excepted,  permanent,  temporary,  or  subject  to 
contract. 

2.  Such  officers  shall  also  furnish  to  the  commission,  when  re- 
quested, a  list  of  all  the  positions  and  employments  under  their  au- 
thority, together  with  the  names,  designations,  compensations,  duties, 
and  elates  of  appointment  or  employment  of  all  persons  serving 
therein. 

3.  Reports  of  appointments  and  changes  in  status  of  mere  laborers 
or  workmen  shall  be  accompanied  by  a  statement  setting  forth  specif- 
ically the  kind  of  labor  performed,  in  detail  sufficient  to  enable  the 
commission  to  determine  the  status  of  each  position  as  classified  or 
unclassified;  and  a  similar  statement  of  duties  performed  by  any 
employee  or  pertaining  to  any  position  in  the  executive  civil  service 
shall  be  furnished  to  the  commission  on  request.  All  essential  changes 
of  duties  pertaining  to  persons  appointed  as  mere  laborers  or  work- 
men without  examination  under  the  civil-service  rules  shall  be  at 
once  reported  to  the  commission. 

The  feature  of  this  work  which  is  suggested  should  be  modified  is 
the  preparation  of  monthly  reports  by  the  bureaus  in  regard  to 
temporaiw  laborers,  and  the  preparation  of  a  compilation  of  such 
reports  b}^  the  appointment  clerk  for  transmission  to  the  Civil  Service 
Commission. 

(5)  That  an  effort  be  made  to  establish  a  minimum  salary  of  $900 
per  annum  for  clerks,  stenographers,  and  typewriters.  This  sug- 
gestion is  made  in  view  of *the  fact  that  considerable  difficulty  is  ex- 
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perienced   in   getting  competent   stenographers   at   the   salaries   ap- 
propriated for  such  at  this  time,  namely,  $720  to  $900  per  annum. 

(6)  That  in  the  field-station  forces  preference  be  given  to  the  em- 
ployment of  males,  for  the  reason  that  they  are  best  fitted  for  the 
character  of  the  work,  in  that  they  can  be  called  upon  to  perform 
duties  which  could  not  well  be  done  by  women,  and  because  of  the 
further  fact  that  there  is  greater  possibility  of  using  men  in  work 
outside  of  office  hours  in  emergencies. 

(7)  It  is  suggested  that  interests  of  economy  and  efficiency  raise 
the  question  of  necessity  for  some  provision  being  made  to  relieve 
cases  of  superannuation,  possibly  by  a  gradual  reduction  by  the  de- 
partment to  a  pension  basis  of  such  employees  as  are  incapacitated  by 
age. 

QUESTIONS  AND   SUMMARY   OF   ANSWERS. 

1.  How  many  employees  are  there  in  your  bureau?  (a)  How 
many  in  the  District  of  Columbia  ?      (b)   How  many  in  the  field? 

The  total  number  of  commissioned  and  paid  employees  in  the  de- 
partment is  10,702,  of  which  2,441,  or  22.9  per  cent,  are  employed  in 
Washington,  D.  C,  and  8,261,  or  77.1  per  cent,  are  employed  "  in  the 
field,"  or  outside  Washington. 

The  bureaus  with  extensive  field  or  station  services  show  the  fol- 
lowing percentages  of  employees  in  Washington.  D.  C. :  Forest  Ser- 
vice, 7.7  per  cent;  Animal  Industry,  8  per  cent;  Weather  Bureau, 
26  per  cent ;  and  Chemistry.  49.2  per  cent. 

The  Forest  Service  has  the  largest  percentage  of  its  employees  in 
the  field,  viz,  92  per  cent.  Publications  and  the  Library  have  no 
employees  outside  of  Washington. 

2  and  3.  How  many  males?     How  many  females? 

Of  the  total  number  of  employees  in  the  department,  9,699,  or 
90.6  per  cent,  are  male,  and  1,003,  or  9.4  per  cent,  are  female.  Animal 
Industry  has  the  smallest  percentage  of  women  employees,  viz,  2 
per  cent,  while  the  Library  has  the  largest,  viz,  82  per  cent. 

4.  How  many  employees  are  35  years  of  age  or  less  ?  How  many 
over  35  and  under  50?  Plow  many  over  50  and  under  60?  How 
many  over  60  and  under  70  ?     How  many  70  or  over  ? 


Ages  of  employees. 


Numberof 
employees. 


Per  cent. 


Total  number  of  employees 10,  702 

35  vears  old  or  less I  5, 766 

35  to  50 3,687 


50  to  60 

60  to  70 

70  years  old  and  over. 


860 
315 
74 


53.9 
34.5 
8.0 
2.9 
.7 


From  this  table  it  will  be  noted  that  88.4  per  cent  of  the  employees 
of  the  department  are  less  than  50  years  of  age ;  that  389,  or  3.6  per 
cent  only,  are  over  60  years  of  age;  and  that  74  employees,  or  about 
one-half  of  1  per  cent,  are  over  70  years  of  age. 
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5  and  6.  What  was  the  total  salary  roll  of  your  bureau  for  the 
month  of  September.  1910?  Include  permanent  employees  only. 
What  percentage  of  this  total  is  paid  to  employees  whose  duty  it  is 
to  supervise  the  work  of  other  employees? 

The  total  salary  roll  of  the  department  for  September.  1910,  in- 
cluding permanent  employees  only,  was  $876,134,  of  which  amount 
$119,000,  or  about  13.6  per  cent,  was  paid  to  employees  whose  duty  it 
is  to  supervise  the  work  of  other  employees. 

The  bureau  in  which  the  highest  percentage  of  all  salaries  paid  is 
paid  to  supervising  employees  is  the  Library,  where  the  percentage 
is  29.  The  bureau  in  which  the  lowest  percentage  is  paid  is  the 
Bureau  of  Plant  Industry,  8J  per  cent. 

7.  In  case  of  employees  over  60  give  ages,  duties,  salaries,  and 
length  of  service. 

Of  the  389  employees  mentioned  in  the  answer  to  question  4  as 
being  over  60  years  of  age,  291  are  employed  outside  of  Washington 
in  the  bureaus  With  large  station  or  field  services,  and  they  come 
within  the  following  classifications:  Supervisors  of  small  field  sta- 
tions, clerical-observational,  veterinary  inspectors,  stock  examiners, 
inspectors,  special  agents,  experts,  forest  rangers  and  guards,  skilled 
laborers,  watchmen,  and  collaborators.  There  remain  about  150  offi- 
cials, clerks,  etc.,  in  Washington  whose  ages  exceed  60.  They  consti- 
tute about  4  per  cent  of  the  Washington  force. 

8.  How  many  employees  in  your  bureau  are  incapacitated,  entirely 
or  in  part,  because  of  age,  or  for  other  reasons,  for  performance  of 
their  duties?  Give  the  names,  ages,  salaries,  and  present  duties  of 
such  employees. 

In  the  service  of  the  department  in  Washington  there  are  25  em- 
ployees partially  incapacitated  for  full  performance  of  their  duties. 
Xearly  all  of  them  are  employed  on  routine  work,  and  are  receiving 
small  compensation.  Outside  of  Washington  those  partially  inca- 
pacitated number  48.  Two  employees  in  the  department  in  Wash- 
ington, one  in  the  Forest  Service  and  one  in  Publications,  are  reported 
entirely  incapacitated,  and  both  are  on  extended  "  leave  without  pay." 

9.  How  many  employees  are  there  in  your  bureau  holding  positions 
excepted  from  the  classified  service?  What  are  the  positions  and 
the  duties  thereof?  Could  these  places  be  as  well  filled  by  civil- 
service  appointment  ?     Give  reasons. 

There  are  1.927  employees  in  the  department  holding  positions 
excepted  from  the  classified  sendee,  such  as  agents,  special  agents, 
experts,  collaborators,  and  student  assistants.  The  bureaus  of  Soils, 
Publications,  Accounts,  and  the  Library  have  none  of  this  class.  The 
number  in  the  other  bureaus  range  from  1  (Secretary's  office)  to  744 
(Bureau  of  Plant  Industry). 

10.  Is  the  work  of  your  bureau  hampered  in  any  way  by  any  of  the 
civil  service  rules  ?    If  so,  cite  the  rules  and  give  particulars. 

Generally  speaking,  the  bureaus  state  that  their  work  is  not 
hampered  by  civil  service  rules,  and  that  such  rules  promote  efficiency. 
It  is.  however,  the  opinion  of  some  of  the  bureaus  that  the  work  is 
sometimes  hampered  by  the  rules  governing  the  employment  of  un- 
skilled laborers,  whose  wages  range  from  $1  to  $2.50  per  day,  accord- 
ing to  labor  conditions. 

11.  In  your  opinion,  how  does  the  capacity  of  eligibles  certified  by 
the  Civil  Service  Commission  for  appointment  in  your  bureau  at  the 
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present  time  compare,  on  the  average,  with  the  capacity  of  eligibles 
certified  by  the  Civil  Service  Commission  in  former  years. 

Keplies  are  various.  Seven  bureaus  report  that  the  capacity  of 
eligibles  is  less  than  formerly;  five  that  it  is  about  the  same,  and 
two  that  it  is  greater. 

12.  On  the  whole,  considering  salaries  paid  and  duties  performed, 
are  the  female  employees  of  your  bureau  rendering  as  satisfactory, 
efficient  service  as  the  male  employees  ?     Answer  fully. 

Everything  considered,  it  is  reported  that  the  female  employees 
are  rendering  fully  as  satisfactory  and  efficient  service  as  the  male 
employees,  with  the  general  preference  for  males  in  the  field  station 
forces  on  the  ground  that  the  work  is  usually  best  suited  to  that  sex, 
and  men  can  be  more  easily  called  on  in  emergency  for  work  outside 
of  office  hours. 

13.  As  a  whole,  on  the  points  of  faithfulness,  loyalty,  attention  to 
duty,  amount  of  work  performed,  punctuality,  and  cheerful  service, 
how  would  you  score  the  employees  in  your  bureau  who  are  45  years 
of  age  or  over  as  compared  with  the  employees  under  that  age  ? 

On  the  points  mentioned,  the  bureaus  all  report  that  employees  who 
are  45  years  of  age  or  over  compare  favorably  with  those  under  that 
age.  The  comparative  lack  of  quickness  and  the  inability  to  do  as 
much  actual  work  as  younger  clerks  is  compensated  by  the  knowledge 
gained  by  experience,  especially  in  bureaus  having  assigned  work 
to  do. 


PHOTOGRAPHY. 

GENERAL   SUMMARY. 

Laboratories. — Eight  bureaus  either  have  regular  photographic 
laboratories  or  maintain  some  kind  of  dark  room  for  developing 
and  printing  purposes,  and  in  this  class  of  work  24  men  are  em- 
ployed, 3  of  whom  are  on  part  time. 

Cameras. — Omitting  the  laboratory  cameras  in  the  Division  of  Pub- 
lications the  total  number  of  cameras  in  use  during  the  last  fiscal 
year  was  724;  the  number  carried  on  last  property  returns,  739; 
during  the  year  97  were  purchased  at  a  cost  of  $4,457.23.  The  ap- 
proximate value  of  all  other  photographic  equipment,  including 
laboratory  equipment  in  Publications,  is  $27,102,  of  which  $8,300 
is  in  Publications. 

Films  and  plates. — In  the  bureaus  doing  this  class  of  work,  films 
and  plates  are  either  bought  directly  from  dealers  in  the  field  or 
are  obtained  through  requisition  in  the  central  bureau  laboratory. 
When  used  they  are  filed  in  the  same  way  by  practically  all  bureaus, 
that  is,  by  number  with  subject  index,  and  are  extensively  used  for 
reference  and  in  making  prints. 

Developing. — There  is  no  fixed  practice.  Two  or  three  bureaus 
have  the  bulk  of  this  work  done  in  the  laboratory  of  Division  of 
Publications.  Others  do  it  all  in  their  own  laboratories.  Still  others 
make  use  of  both  methods. 

Pictures  taken  and  purchased. — The  approximate  number  of  pictures 
taken  during  the  fiscal  year  in  the  department  was  33,5G8,  and  the 
total  number  purchased  1,457. 

Uses. — The  uses  made  of  photographs  taken  in  the  department  are 
various,  viz,  as  a  record  of  scientific  investigations  in  illustrating 
reports,  department  publications,  and  magazine  articles,  also  in  the 
making  of  lantern  slides,  and  to  illustrate  the  reports  on  general 
forest  conditions  and  on  claims.  Lantern  slides  are  used  chiefly  to 
illustrate  lectures  and  addresses  along  the  line  of  the  bureau's  spe- 
cial work.  Some  are  made  for  sale  to  lecturers  and  educational 
institutions. 

Collections. — All  bureaus  which  make  photographs  maintain  a 
photographic  collection,  except  the  Weather  Bureau,  and  the  esti- 
mated number  of  photographs  in  such  collections  is  142,000.  Plant 
Industry  reports  the  largest  collection — 70,705.  Nearly  all  the 
60 
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bureaus  making  photographs  also  maintain  collections  of  lantern 
slides,  in  the  several  bureaus  at  the  close  of  last  fiscal  year  about 
8,250  having  been  made  and  269  having  been  purchased  during  said 
period. 

(Detailed  questions  and  summary  of  answers  by  the  various  bu- 
reaus will  be  found  directly  after  the  recommendations  of  the  com- 
mittee upon  this  subject.) 

RECOMMENDATIONS   OF   THE   COMMITTEE. 

The  following  recommendations  are  made : 

(1)  That  in  each  bureau  which  uses  photography  a  photograph 
committee  be  appointed  by  the  chief,  and  charged  with  the  general 
supervision  of  this  work.  The  committee  should,  if  practicable, 
consist  of  the  chief  of  the  office  having  charge  of  the  laboratory,  as 
chairman,  the  custodian  of  the  photograph  collection  as  secretary, 
the  photographer  and  the  chief  of  the  division  or  office  concerned 
with  the  particular  photographic  matter. 

The  duties  of  the  committee  should  be  to  make  recommendations 
as  to  the  style  and  use  of  cameras,  prints,  etc. ;  to  decide  upon  the 
material  to  be  included  in  the  collection ;  to  confer  with  other  bureaus 
as  to  methods  of  increasing  efficiency,  and  as  to  methods  of  filing  and 
indexing  negatives;  to  regulate  the  carrying  of  cameras  by  field 
parties  in  such  a  manner  as  to  see  that  costly  equipment  is  not  used 
unduly  and  that  cameras  are  not  placed  in  the  hands  of  those  having 
no  special  need  for  them;  and  to  have  some  control  of  the  number 
of  photographs  to  be  taken. 

(2)  The  plans  for  field  parties  should  include  the  photographic 
work  to  be  done;  that  in  most  cases  they  be  made  far  enough  in 
advance  to  provide  for  obtaining  the  necessary  supplies  by  requisi- 
tion; that  the  direct  purchase  of  films  and  plates  by  users  of  cameras 
should  be  prohibited,  and  that  such  purchases  should  be  charged  to 
the  individual  to  whom  they  are  issued,  who  should  be  held  re- 
sponsible for  their  value  if  they  are  not  used  and  turned  in  before 
the  indicated  date  of  expiration;  also  if  the  pictures  are  useless  or 
irrelevant. 

(3)  That  some  form  of  notes  of  exposures  be  used  for  the  record 
and  identification  of  photographs  as  an  aid  to  the  photographer  in 
developing  and  printing. 

(4)  That  copying  of  maps  by  photography  should  be  utilized  to 
the  fullest  extent  practicable,  inasmuch  as  a  great  deal  of  work  now 
done  by  draftsmen  might  well  be  done  by  photography. 

(5)  That  the  making  of  bromide  enlargements  be  continued. 

(6)  That  where  the  making  of  transparencies  is  continued  this 
should  be  limited  to  offices  where  their  exhibition  will  have  an  educa- 
tional value  to  visitors,  and  not  be  merely  for  purposes  of  office 
decoration. 


62  REPORT   OF   COMMITTEE   ON  EFFICIENCY  AND   ECONOMY. 

(7)  That  the  making  of  blue  prints  as  an  aid  to  construction  work 
wherever  they  will  serve,  instead  of  bromide  enlargements  or  lantern 
slides,  should  be  encouraged  to  the  fullest  extent. 

(8)  That  extreme  care  should  be  taken  through  constant  super- 
vision and  careful  indexing  to  provide  against  unnecessary  duplica- 
tion in  lantern-slide  subjects  or  in  making  slides  bearing  only  remotely 
upon  the  work  of  the  bureau,  also  that  safeguards  and  limitations  be 
observed  in  the  loan  and  sale  of  slides  for  the  purpose  of  illustrating 
lectures;  that  loans  should  be  made  only  where  it  is  clear  that  they 
are  to  be  used  for  educational  purposes  along  lines  followed  by  the 
bureaus  themselves. 

(9)  That  every  bureau  which  takes  photographs  be  required  to 
maintain  a  photographic  collection,  which  collection  should  be  under 
the  supervision  of  the  photographic  committee  in  order  that  it  might 
thus  be  in  a  position  to  check  against  unnecessary  duplication  and 
see  that  needed  subjects  are  provided. 

(10)  That  no  hard  and  fast  rules  be  laid  down  with  respect  to 
developing  and  printing  of  pictures  taken;  that  each  bureau  be 
governed  in  this  case  by  its  own  needs. 

(11)  That  the  manner  of  filing  negatives  should  be  made  uniform 
throughout  the  department;  that  the  negatives  of  all  photographs 
produced  for  the  publications  of  the  department  be  turned  over  to 
the  Division  of  Publications  with  all  manuscripts  submitted,  and  that 
all  files  of  negatives  be  kept  in  fireproof  vaults  or  cases. 

(12)  That  no  further  steps  be  taken  toward  a  centralization  of  all 
the  photographic  work  in  a  general  laboratory,  but  that  those  bureaus 
which  find  it  convenient  through  proximity  to  the  labor  at  ory  of 
Publications  be  authorized  to  make  use  of  its  facilities. 

QUESTIONS  AND  SUMMARY  OF  ANSWERS. 

1.  Is  a  photographic  laboratory  maintained? 

Six  of  the  bureaus  (Weather  Bureau,  Chemistry,  Forest  Service, 
Biological  Survey,  Publications,  and  Roads)  maintain  photographic 
laboratories.  Four  do  photographic  work  but  do  not  maintain 
laboratories  in  the  sense  contemplated  in  the  questions,  Animal 
Industry  using  a  dark  room  to  load  plate  holders  for  use  in  a  micro- 
photographic  camera ;  Soils  having  one  enlarging  camera  with  equip- 
ment for  wet-plate  process  work  to  aid  in  map  drafting;  Plant 
Industry  maintaining  dark  rooms  in  certain  offices;  and  Entomology 
utilizing  a  small  hall  space  fitted  up  as  a  dark  room  merely  for  emer- 
gency use  by  field  men  in  filling  cameras,  etc.  Three  of  the  bureaus 
(Statistics,  Experiment  Stations,  and  Library)  have  no  photographic 
laboratories  of  any  character. 

2.  If  so,  what  force  was  employed  and  what  equipment  was  used 
during  the  last  fiscal  year  ? 

In  the  actual  photographic  work  of  the  seven  bureaus  which  main- 
tain laboratories,  the  Weather  Bureau  employs  one  photographer 
with  the  necessary  cameras  and  other  equipment;  Plant  Industry  two 
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photographers  and  three  assistants  for  a  part  of  the  time,  with  gen- 
eral dark-room  equipment ;  Chemistry  one  photographer  with  cameras 
and  necessary  equipment ;  the  Forest  Service  four  photographers,  one 
lithographer,  one  lithographer's  helper,  and  one  apprentice  boy,  with 
full  laboratory  equipment;  Soils  one  photographer,  with  photo- 
graphic map-enlarging  equipment;  Biological  Survey  one  photog- 
rapher, with  cameras  and  necessary  equipment;  Publications  seven 
photographers,  with  full  laboratory  equipment ;  and  Roads  one  pho- 
tographer, with  necessary  laboratory  equipment. 

3.  How  many  cameras  were  in  use  by  employees  of  the  bureau  dur- 
ing the  last  fiscal  year?  How  many  cameras  were  carried  on  the  last 
property  return?  How  many  were  purchased  during  the  last  fiscal 
year  and  what  was  the  cost?  Give  the  approximate  value  of  your 
other  photographic  equipment. 

Not  counting  Publications,  the  total  number  of  cameras  in  use  dur- 
ing the  last  fiscal  year  was  724;  number  carried  on  last  property 
returns,  739 ;  number  purchased  during  last  fiscal  year,  97,  at  a  cost  of 
$4,4-57.23.  The  approximate  value  of  all  other  photographic  equip- 
ment, including  laboratory  equipment  in  Publications,  is  $27,102.10, 
of  which  $8,300  is  in  Publications. 

4.  Were  films  or  plates  furnished  on  requisition  by  the  photo- 
graphic laboratory,  or  were  they  purchased  by  the  men  using  the 
cameras? 

Films  and  plates  are  obtained  by  the  users  of  cameras  solely  by 
purchase  from  dealers  (either  directly  in  the  field  or  through  requi- 
sition) in  six  bureaus  (Weather  Bureau,  Animal  Industry,  Plant 
Industry,  Soils,  Entomology,  and  Experiment  Stations)  and  the  office 
of  the  Assistant  Secretary.  Such  material  is  obtained  mainly  by 
requisition  on  the  central  bureau  laboratory  and  only  to  a  small 
extent,  in  emergency  cases,  through  direct  purchase  in  the  field  in 
four  bureaus  (Chemistry,  Forest  Service,  Biological  Survey,  and 
Roads) .  The  question  contemplated  only  the  films  and  plates  used  by 
men  taking  photographs  in  connection  with  field  or  investigative 
work  and  not  those  used  in  central  laboratories  like  that  of  Publi- 
cations, where  necessarily  the  men  are  furnished  the  material  with 
which  to  work. 

5.  Was  the  developing  and  printing  done  in  the  field  or  in  the 
photographic  laboratory  ? 

All  developing  and  printing  for  Experiment  Stations  and  prac- 
tically all  for  Animal  Industry  is  done  in  the  laboratory  of  Publica- 
tions. Two  bureaus  (Soils  and  Roads)  do  all  such  work  in  the 
bureau  laboratories,  and  two  bureaus  (Chemistry  and  Biological  Sur- 
vey) practically  all  of  it.  Four  bureaus  (Weather  Bureau,  Plant 
Industry,  Forest  Service,  and  Entomology)  have  developing  and 
printing  done  both  in  the  bureau  laboratories  and  in  the  field,  as 
necessity  or  convenience  may  dictate.  Plant  Industry,  in  addition, 
has  a  great  deal  of  its  work  done  in  the  laboratory  of  Publications. 

6.  How  many  photographs  were  taken  by  employees  of  the  bureau 
during  the  last  fiscal  year? 

The  number  of  photographs  taken  by  the  employees  of  the  report- 
ing bureaus  ranges  from  16,000  in  Plant  Industry  to  55  in  the  office 
of  the  Secretary.  The  total  for  the  department  (exclusive  of  Experi- 
ment Stations,  which  kept  no  record,  and  Publications,  which  did 
only  laboratory  work)  was  33,568. 
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7.  How  many  photographs  were  purchased  from  dealers  during 
the  last  fiscal  year  ? 

The  total  number  of  photographs  purchased  from  dealers  was 
1,457,  of  which  900  were  purchased  by  the  Forest  Service,  200  by 
Animal  Industry,  179  by  Roads,  175  by  Plant  Industry,  13  by  Bio- 
logical Survey.  In  addition,  the  Library  purchased  from  the  Arnold 
Arboretum  of  Harvard  University  a  set  of  photographs  of  Chinese 
plants,  birds,  and  mammals. 

8.  For  what  purpose  are  photographs  used? 

In  all  of  the  bureaus  except  Chemistry,  Forest  Service,  and  Soils 
photographs  are  taken  primarily  as  a  record  of  scientific  investiga- 
tions, but  are  used  in  illustrating  reports,  department  publications, 
educational  textbooks,  and  magazine  and  newspaper  articles  regard- 
ing the  scientific  work  carried  on  by  the  department,  and  to  make 
lantern  slides  for  use  in  illustrating  addresses.  The  main  use  made 
of  photography  by  Chemistry  is  the  copying  of  labels  in  cases  under 
the  food  and  drugs  act,  and  by  Soils  in  the  reproduction  and  en- 
largement of  base  maps  to  save  drafting.  The  Forest  Service  makes 
photographic  prints  to  illustrate  reports  on  general  forest  conditions 
and  on  claims,  agricultural  settlement  cases,  and  rights  of  way  in 
the  national  forests,  and  also  as  a  record  of  scientific  investigations. 

9.  Are  field  photographic  notebooks  or  other  forms  used  when 
exposures  were  made  for  record  and  identification  of  negatives  and 
prints  ? 

Of  the  10  reporting  bureaus  8  (Animal  Industry,  Plant  Industry, 
Chemistry,  Forest  Service,  Biological  Survey,  Experiment  Sta- 
tions, Entomology,  and  Roads)  keep  photographic  notebooks  or 
some  form  of  notes  of  exposures  for  record  and  identification.  The 
Weather  Bureau  keeps  no  record  of  this  kind.  In  Soils  persons  tak- 
ing photographs  are  required  to  furnish  the  bureau  with  descriptions 
to  complete  the  file  records,  but  no  special  notebook  or  form  is 
furnished  for  the  purpose. 

10.  How  are  negatives  filed  ? 

All  of  the  bureaus  except  Entomology  file  photographic  negatives 
in  practically  the  same  way,  namely,  by  number,  with  subject  index. 
Entomology  files  negatives  in  chronological  order. 

11.  To  what  extent  are  filed  negatives  used? 

They  are  used  extensively  for  reference  and  in  making  prints  for 
various  purposes  connected  with  the  work  of  the  bureaus. 

12.  Is  a  photograph  collection  maintained  ? 

All  the  bureaus  which  take  photographs  maintain  photograph  col- 
lections except  the  Weather  Bureau. 

13.  How  many  photographs  were  in  the  collection  at  the  close  of 
the  last  fiscal  year? 

Several  of  the  bureaus  reported  estimates,  since  no  count  is  kept. 
The  aggregate  number  of  photographs  in  the  collections  in  the  de- 
partment, including  the  estimates  reported,  is  142,417.  The  largest 
number  in  the  collection  of  any  one  bureau  is  70,705  in  Plant  Indus- 
try, and  the  smallest  number  reported  is  1,000  in  Biological  Survey. 

14.  For  what  purpose  and  to  what  extent  was  the  collection  used 
during  the  last  fiscal  year? 

The  answers  given  are  mainly  identical  with  those  given  to  ques- 
tions 8  and  11,  since  the  photographic  collection  is  used  for  substan- 
tially the  same  purposes  and  to  the  same  extent  as  the  original  photo- 
graphs and  filed  negatives. 
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15.  Is  a  collection  of  lantern  slides  maintained? 

Collections  of  lantern  slides  are  maintained  in  nine'  bureaus 
(Weather  Bureau,  Animal  Industry,  Plant  Industry,  Chemistry, 
Forest  Service,  Soils,  Entomology,  Experiment  Stations,  and  Roads) 
and  the  office  of  the  Secretary.  Xo  collections  of  this  character  are 
maintained  in  Biological  Survey,  Publications,  or  the  Library. 

16.  How  many  slides  were  in  the  collection  at  the  close  of  the  last 
fiscal  year  ? 

The  total  number  (partly  estimated)  of  slides  in  the  several  collec- 
tions in  the  department  is  27,428.  The  largest  collections  are  in 
Plant  Industry,  with  6,500,  and  the  Forest  Service,  with  6,288,  and 
the  smallest  in  the  office  of  the  Secretary  and  the  Bureau  of  Soils, 
each  of  which  has  400. 

IT.  How  many  slides  were  made  in  the  photographic  laboratory 
during  the  last  fiscal  year  ? 

The  total  number  (partly  estimated)  of  slides  reported  made  dur- 
ing the  last  fiscal  year  was  8,250.  The  largest  number  made  (3,985) 
was  in  the  laboratory  of  Publications,  which  makes  the  slides  for  a 
number  of  bureaus.  The  largest  number  made  in  any  of  the  bureau 
laboratories  which  makes  slides  for  the  use  of  the  individual  bureaus 
was  2,325  in  the  Forest  Service.  The  smallest  number  made  for  any 
unit  in  the  department  was  35  for  the  office  of  the  Secretary. 

18.  How  many  slides  were  purchased  from  dealers  during  the  last 
fiscal  year? 

The  number  of  slides  purchased  from  dealers  during  the  last  fiscal 
year  was  as  follows:  Forest  Service  108,  Roads  81,  Animal  Industry 
70,  and  Entomology  10,  making  a  total  of  269. 

19.  For  what  purpose  and  to  what  extent  were  slides  used  during 
the  last  fiscal  year  ? 

In  all  of  the  bureaus  which  have  lantern-slide  collections  the  slides 
were  used  to  illustrate  lectures  and  addresses,  both  popular  and  edu- 
cational. Slides  were  loaned  to  persons  not  connected  with  the  de- 
partment by  Plant  Industry,  Forest  Service,  Experiment  Stations, 
and  Roads  for  the  purposes  of  illustrating  lectures  and  addresses  in 
furtherance  of  the  ends  sought  by  the  bureaus  in  their  work.  The 
Forest  Service  also  made  slides  occasionally  for  sale  to  State  officials 
and  lecturers  and  to  educational  institutions,  under  the  authority 
granted  in  the  act  of  March  4,  190T.  Frequent  use  is  reported  by 
Plant  Industry,  Chemistry,  Forest  Service,  and  Roads,  and  only 
occasional  use  by  Soils  and  Entomology. 

20.  How  many  of  each  were  made  in  the  photographic  laboratory 
during  the  last  fiscal  year? 

The  total  number  of  bromide  enlargements  made  was  2,588,  trans- 
parencies 21,  map  prints  9,421,  and  blue  prints  9,443.  The  total  num- 
ber of  map  negatives  made  can  not  be  given,  because  Publications  re- 
ports that  no  separate  record  of  such  work  was  kept.  Exclusive  of  the 
general  laboratory  work  of  Publications,  the  amount  of  work  done 
was  as  follows :  Bromide  enlargements,  Forest  Service  340,  Biological 
Survey  24,  and  Roads  IT;  map  negatives,  Forest  Service  1,835,  Soils 
400,  and  Biological  Survey  15 ;  map  prints,  Forest  Service  6,845  and 
Soils  1,100;  blue  prints,  Forest  Service  1,983  and  Weather  Bureau  48. 

21.  How  many  of  each  were  purchased  from  dealers  during  the  last 
fiscal  year  ? 
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The  total  number  (partly  estimated)  of  items  purchased  of  each 
class  of  work  named  during  the  last  fiscal  year  was  as  follows:  Bro- 
mide enlargements  40,  transparencies  none,  map  negatives  125,  map 
prints  500,  and  blue  prints  2,125.  With  the  exception  of  125  blue 
prints  purchased  by  the  Weather  Bureau,  all  these  purchases  were 
made  by  the  district  offices  of  the  Forest  Service. 

22.  For  what  purpose  were  each  used  during  the  last  fiscal  year? 
The  principal  use  made  of  bromide  enlargements  was  to  illustrate 

the  work  of  the  department  at  expositions  and  in  lectures  and  demon- 
strations. The  Biological  Survey  used  this  means  to  secure  better 
pictures  of  certain  wild  mammals' for  purposes  of  study.  The  Forest 
Service  equipped  the  offices  of  supervisors  on  the  national  forests  with 
pictures  made  by  this  process  illustrating  forest  conditions  and  prac- 
tice. The  transparencies  made  were  for  exposition  purposes.  The 
prints  made  from  map  negatives  were  used  by  Plant  Industry  in 
connection  with  the  investigative  work  of  the  bureau  and  for  lectures 
and  demonstration  purposes,  by  the  Forest  Service  for  executive  work 
in  the  field,  by  Soils  to  save  cost  of  drafting,  by  Biological  Survey 
for  mapping  the  distribution  of  species  and  to  secure  copies  of  rare 
maps  for  reference,  and  by  Statistics  to  illustrate  statistical  data  in 
publications.  Blue  prints  were  used  in  connection  with  construction 
work  in  four  bureaus  (Weather  Bureau,  Plant  Industry.  Forest  Serv- 
ice, and  Eoads) ,  with  demonstration  work  in  three  (Animal  Industry. 
Plant  Industry,  and  Koads) ,  and  with  executive  work  in  the  field  in 
the  Forest  Service. 

23.  Would  it  be  desirable  to  have  a  general  photographic  office  and 
equipment  for  the  entire  department?  (a)  For  all  work?  (b)  For 
certain  work? 

The  following  is  the  result  of  the  vote  on  the  two  propositions 
contained  in  the  question : 

(a)  Yes:  Animal  Industry.  Statistics,  Experiment  Stations,  Publications, 

and  Library 5 

No :    Weather   Bureau.    Plant    Industry,    Chemistry.    Forest    Service. 
Soils.  Entomology,  Biological  Survey,  and  Roads 8 

Animal  Industry  qualifies  its  vote  with  the  provision  that  the 
work  be  completed  much  more  promptly  than  has  been  done  by  the 
laboratoiT  in  Publications  in  the  past. 

(&)  Yes;  Weather  Bureau,  Animal  Industry,  Plant  Industry.  Soils,  En- 
tomology, Biological  Survey,  Statistics,  Experiment  Stations.  Publi- 
cations, Roads,  and  Library 11 

No;  Chemistry  and  Forest  Service 2 

The  foregoing  statement,  however,  includes  all  of  the  bureaus  vot- 
ing, whether  they  have  any  considerable  amount  of  photographic 
work  or  not.  Counting  only  those  bureaus  which  do  work  for  them- 
selves and  would  be  affected  by  a  centralization  of  the  work,  the  vote 
against  the  first  proposition  is  unanimous,  but  stands  five  to  two  in 
favor  of  the  second.  Proximity  to  the  department  also  enters  into 
the  question.  Three  of  the  seven  working  bureaus  are  located  within 
the  main  department  grounds,  and  all  vote  in  favor  of  having  purely 
routine  work  done  by  a  central  laboratory.  Four  are  located  outside 
of  the  department  grounds  and  of  these  two  (Weather  Bureau  and 
Eoads)    vote   in   favor  of  having  routine  work  done  bv  a   central 
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laboratory,  and  two  (Chemistry  and  Forest  Service)  vote  against  it. 
The  relative  importance  of  the  interests  affected  will  be  seen  by  refer- 
ence to  the  answers  to  questions  2  and  3,  from  which  it  appears  that 
the  value  of  the  photographic  equipment,  exclusive  of  cameras,  of 
the  two  bureaus  voting  "  no  "  is  $10,100,  with  nine  laboratory  em- 
ployees, as  against  $414.75,  with  one  laboratory  employee  fully  em- 
ployed and  one  working  only  a  small  part  of  the  time,  for  the  two 
bureaus  voting  "  yes." 


PROPERTY  ACCOUNTABILITY. 

GENERAL   SUMMARY. 

System. — All  bureaus  have  some  system,  but  no  two  have  the  same 
system,  though  the  results  are  about  the  same,  and  all,  by  keeping  a 
record  of  the  issuance  of  supplies,  enable  the  administrative  officers 
to  supervise  the  same  and  prevent  extravagance  or  waste. 

Value  of  property  involved. — Of  expendable  property,  such  as 
articles  of  small  value  which  are  used  up  in  conducting  necessary 
work,  the  value  is  about  $387,000.  The  smallest  amount  is  $1,000  in 
Entomology:  the  greatest,  $162,725,  in  Forest  Service.  Of  non- 
expendable property  (exclusive  of  lands  and  buildings),  such  as 
instruments  and  field  equipment,  furniture,  and  other  articles  which 
can  be  used  for  an  indefinite  period,  the  value  is  about  $2,000,000. 
The  smallest  amount  is  $1,379  in  the  Division  of  Accounts,  and  the 
greatest,  $619,000.  in  the  Forest  Service. 

Procedure. — In  the  case  of  lost  property  a  certificate  of  loss,  stating 
how  the  loss  occurred,  is  required  of  the  custodian,  and  if  he  shows 
beyond  a  reasonable  doubt  that  he  was  in  no  way  to  blame  he  is 
relieved  of  responsibilhy,  otherwise  he  must  reimburse  the  Govern- 
ment for  the  loss  sustained. 

(Detailed  questions  and  summary  of  answers  by  the  various 
bureaus  will  be  found  directly  after  the  recommendations  of  the 
committee  upon  this  subject.) 

RECOMMENDATIONS  OE  THE  COMMITTEE. 

The   following   recommendations   are  made : 

(1)  That  it  be  referred  to  the  chief  clerk  of  the  department  to  con- 
fer with  the  chiefs  of  the  bureaus  to  see  whether,  by  agreement  among 
the  bureaus,  a  specially  trained  clerk  in  the  Office  of  the  Secretary 
might  not  be  assigned  to  keep  the  property  accountability  records  of 
all  the  bureaus,  except  those  where  specially  trained  men  are  already 
so  employed  in  that  work. 

(2)  That  it  also  be  referred  to  the  chief  clerk  of  the  department 
to  confer  with  the  bureau  chiefs  to  see  whether  the  duties  of  the 
property  auditor  and  custodian  might  not  in  all  cases  be  separated. 

(3)  That  such  bureaus  as  have  not  yet  established  a  procedure 
providing  for  property  inspection,  systematic,  thorough,  and  frequent, 
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put  such  procedure  in  force  as  soon  as  possible,  but  that  in  each 
bureau  the  question  be  considered  whether  the  expense  of  this  would 
be  worth  while  in  view  of  the  amount  of  property  involved. 

(4)  That  no  procedure  be  established  requiring  individual  return 
for  the  use  of  expendable  office  supplies,  but  that  careful  scrutiny  of 
requisitions  and  constant  watchfulness  on  the  part  of  administrative 
officers  be  required. 

(5)  That  it  be  promulgated  as  the  policy  of  the  department  that 
custodians  will  not  be  relieved  of  responsibility  for  articles  lost, 
abandoned,  or  destroyed,  unless  they  can  show  beyond  a  reasonable 
doubt  that  the  loss,  abandonment,  or  destruction  was  not  due  to  fault 
nor  neglect  on  their  part,  and  that  in  case  of  loss  due  diligence  was 
exercised  in  trying  to  find  the  lost  article;  that  in  cases  where  the 
custodian  is  not  able  thus  to  relieve  himself  from  responsibility,  if, 
nevertheless,  it  shall  appear  that  the  said  custodian  has  apparently 
acted  in  good  faith,  the  Government  should  accept  the  value  of  the 
article  lost  and  cancel  the  claim  against  the  custodian,  and  that  fur- 
ther in  cases  where  the  custodian  is  not  able  thus  to  relieve  himself 
of  responsibility,  and  he  has  also  apparently  not  acted  in  good  faith, 
in  such  case  the  matter  should  be  reported  to  the  office  of  law  for 
appropriate  action. 

QUESTIONS  AND  SUMMARY  OF  ANSWERS. 

1.  What  system  of  records  is  maintained  of  supplies  and  equip- 
ment in  the  custody  of  employees  of  the  bureau?  (Describe  the  sys- 
tem in  detail  and  submit  forms  used.) 

A  system  of  property  accountability  is  maintained  in  each  of  the 
bureaus.  No  two  bureaus  have  exactly  the  same  system,  but  there  is 
a  similarity  between  the  systems  maintained  in  most  of  them  and  the 
results  obtained  are  substantially  the  same  in  each.  The  total  amount 
of  nonexpendable  property  in  the  several  bureaus  varies  greatly,  as 
do  also  the  conditions  under  which  the  property  is  distributed  and 
used.  Each  of  the  systems  now  in  use  is  satisfactory  to  the  bureau  in 
which  it  is  used,  and  its  operation  provides  against  the  misuse  or  loss 
of  the  property  in  the  custody  of  its  members.  Each  system  pro- 
vides a  record  of  the  issue  of  expendable  supplies  to  employees.  This 
record,  without  requiring  a  return  by  the  employee  of  the  use  of  ex- 
pendable supplies,  is  sufficient  to  furnish  the  information  necessary 
to  enable  the  administrative  officers  in  charge  to  supervise  the  issu- 
ance of  supplies  and  to  prevent  extravagance  or  waste. 

2.  What  force  is  employed  in  maintaining  the  record  and  what 
salaries  do  they  receive? 

The  force  employed  in  keeping  the  record  and  the  cost  in  salaries 
is  relatively  larger  in  some  bureaus  than  in  others,  but  this  is  the  re- 
sult of  the  difference  in  the  conditions  under  which  the  property  is 
distributed  and  used,  and  not  of  the  relative  perfection  or  efficiency 
of  the  different  records.  The  salaries  paid  to  employees  engaged  in 
keeping  the  record  vary  from  $900  to  $1,800  per  annum,  and  in  no 
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case  is  it  higher  than  is  justified  by  the  ability  and  responsibility  of 
the  employee. 

3.  What  is  the  value  of  the  expendable  supplies  used  in  the  bureau 
during  the  last  fiscal  year  ? 

The  value  of  expendable  supplies  used  in  the  several  bureaus  dur- 
ing the  last  fiscal  year  varies  from  $1,000  to  $162,000.  In  only  two 
bureaus  was  the  amount  in  excess  of  $50,000,  and  the  total  amount 
used  in  all  bureaus  was  approximately  $387,000. 

4.  What  is  the  value  of  the  nonexpendable  equipment  in  the 
bureau  at  the  end  of  the  last  fiscal  year? 

Exclusive  of  the  value  of  land  and  buildings  the  total  value  of  the 
nonexpendable  property  in  the  custody  of  all  the  bureaus  is  ap- 
proximately $2,000,000.^  Four  of  the  bureaus  have  $20,000  or  less, 
two  have  between  $20,000  and  $75,000,  four  have  about  $300,000  each, 
and  one  has  about  $600,000. 

5.  What  classes  of  articles  are  classified  as  expendable  and  what 
nonexpendable  ? 

Articles  of  small  value  which  are  immediately  used  up  in  conduct- 
ing the  work  are  classed  as  expendable.  Instruments  and  field  equip- 
ment, including  furniture  or  other  articles  which  can  be  used  for  an 
indefinite  period,  are  classed  as  nonexpendable. 

6.  What  procedure  is  followed  in  accounting  for  property  lost  or 
destroyed,  and  in  disposing  of  property  worn  out  or  no  longer 
needed  ? 

The  procedure  in  accounting  for  property  lost  or  destroyed  is  sub- 
stantially the  same  in  all  the  bureaus.  Each  requires  a  certificate  of 
loss  from  the  employee  who  is  responsible  for  the  custody  of  the 
article  lost.  The  certificate  includes  a  detailed  statement  of  how  the 
loss  occurred,  and  it  is  the  general  practice  that  if  the  employee  is  to 
be  relieved  of  responsibility  he  must  show  beyond  reasonable  doubt 
that  the  loss  was  not  due  to  fault  or  negligence  and  that  every  effort 
was  made  toward  recovery.  If  this  can  not  be  established  the  em- 
ployee is  required  to  reimburse  the  Government  for  the  cost  of  the 
article  lost  or  destroyed. 

7.  Are  articles  of  equipment  (such  as  instruments  and  furniture) 
numbered  or  otherwise  marked  to  identify  particular  articles  when 
they  are  issued,  transferred,  or  finally  disposed  of?  Are  such  num- 
bers or  marks  used  in  keeping  the  record  ? 

It  is  not  the  practice  in  any  of  the  bureaus  to  number  or  otherwise 
mark  articles  for  the  express  purpose  of  identifying  them  when  they 
are  accounted  for. 

8.  How  are  the  property  accounts  of  employees  who  leave  the 
bureau  closed  and  what  method  is  employed  to  collect  from  em- 
ployees the  value  of  property  not  accounted  for  ? 

Although  not  clearly  indicated  in  the  answers  to  question  8,  all  the 
bureaus  take  the  same  steps  to  require  the  transfer  of  or  payment  for 
property  in  the  custody  of  an  employee  who  is  about  to  leave  the 
service.  In  the  bureaus  having  a  comparatively  small  number  of 
employees  the  close  personal  relation  between  officials  in  charge  and 
employees  makes  it  possible  to  effect  an  immediate  settlement  of 
property  accounts  of  employees  about  to  leave  the  service,  without 
the  medium  of  established  rules  of  procedure.  In  the  large  bureaus, 
especially  those  having  field  services,  an  established  procedure  is 
provided.     The  first  step  taken  is  to  notify  the  disbursing  officer  to 
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withhold  the  payment  of  final  salary  or  reimbursement  accounts 
until  the  officer  in  charge  of  the  property  accountability  record  cer- 
tifies that  the  employee  has  either  transferred  the  property  charged 
to  him  on  the  records  to  some  other  designated  employee,  or  has 
deposited  with  the  disbursing  officer  the  value  of  any  article  lost 
through  his  fault  or  negligence. 

9.  To  what  extent  does  your  system  of  property  accountability  con- 
tribute to  the  preservation  of  equipment  and  to  the  economical  use 
of  supplies? 

The  answers  to  this  question  submitted  by  the  different  bureaus 
were  not  wholly  in  point,  and  having  been  taken  up  subsequently  by 
the  bureau  officials,  it  was  learned  that  the  copying  of  accountability 
records  had  undoubted  effect  in  increasing  the  attention  paid  by 
employees  to  the  preservation  and  economical  use  of  property  in 
their  charge. 

10.  Is  there  a  sufficient  quantity  of  property  in  the  bureau  to 
justify  the  expense  of  keeping  property  accounts;  and  if  so,  what 
expense  annually  is  justifiable  in  keeping  an  adequate  record,  con- 
sidering the  value  as  well  as  the  quantity  of  such  property  ? 

11.  Each  of  the  bureaus,  except  the  Library,  reports  that  the  quan- 
tity of  property  in  the  custody  of  the  respective  bureaus  justifies  the 
expenses  incurred  therein  in  keeping  property  accountability  records. 


PUBLICATIONS. 

GENERAL  SUMMARY. 

Printing  and  binding. — The  appropriation  for  the  work  in  the 
department  is  $460,000.  which  includes  $25,000  for  the  AYeather 
Bureau,  all  bureaus,  except  the  Weather  Bureau  (which  maintains 
its  own  printing  plant),  having  their  printing  done  through  the 
Division  of  Publications. 

During  the  fiscal  year  ending  June  30.  1910,  973  scientific,  tech- 
nical, and  popular  publications  were  printed,  aggregating  15.831 
pages.  This  is  exclusive  of  publications  originally  appearing  in  one 
form  and  afterwards  reprinted  in  another.  During  the  said  year 
$8,911  was  expended  for  binding,  of  which  $6,098  was  for  the  main 
Library  and  the  remainder  for  different  bureau  or  office  libraries. 

Distribution. — In  all  bureaus,  except  the  Weather  Bureau  (which 
distributes  its  own  publications  and  requires  three  clerks  therefor), 
the  distribution  of  publications  is  done  through  the  Division  of 
Publications,  to  which  the  requests  received  are  forwarded  with  the 
necessary  franks  properly  addressed.  Mailing  lists,  which  have  in- 
creased about  20  per  cent  to  domestic  and  practically  not  at  all  to 
foreign  addresses  in  the  last  five  years,  are  kept  for  all  bureaus, 
chiefly  on  stencils  in  the  document  section,  Division  of  Publications. 

No  bound  volumes  are  distributed,  except  such  as  are  required  by 
law  to  be  issued  for  the  purpose  of  showing  departmental  activities. 

(Detailed  questions  and  summary  of  the  answers  of  the  various 
bureaus  will  be  found  directly  after  the  recommendations  of  the  com- 
mittee upon  this  subject.) 

RECOMMENDATIONS   OF   THE   COMMITTEE. 

The  following  recommendations  are  made : 

(1)  That  as  a  means  of  identification  all  publications  and  circu- 
lars of  information,  except  instructions  to  employees,  be  given  a 
serial  number  or  form  number,  and  that,  whereas  some  of  the  bureaus 
now  have  circulars  addressed  primarily  for  information  and  use  of 
employees  within  the  bureau,  some  of  which  are  distributed  to  mis- 
cellaneous applicants,  these,  as  well  as  all  forms  of  every  description, 
should  bear  a  serial  number. 

(2)  That  all  publications  continue  to  be  distributed  by  the  Divi- 
sion of  Publications,  in  accordance  with  the  provisions  of  section  92 
of  the  act  of  January  12.  1895.  and  that  all  requests  for  specific  publi- 
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cations  of  the  department  be  forwarded  to  the  Division  of  Publica- 
tions for  attention,  in  order  that  by  concentration  of  the  distribution 
of  publications  and  by  centralizing  the  correspondence  duplication 
and  confusion  may  be  avoided.  Exception  should  be  made,  however, 
where  special  circumstances  make  a  letter  from  the  bureau  desirable, 
as  in  cases  where  a  bureau  is  cooperating  with  a  State,  municipal,  or 
other  official. 

(3)  That  the  department  turn  over  to  the  Superintendent  of 
Documents  all  publications,  except  a  reserve  of  25  copies,  remaining 
undistributed  after  two  years  from  the  date  of  issue,  to  be  sold  by 
him  under  the  law.  This  action  is  believed  to  be  necessary  in  order 
to  prevent  the  accumulation  of  documents  and  the  rental  of  addi- 
tional storage  room. 

(4)  That  the  Bureau  of  Animal  Industry  list  known  as  the  "  gen- 
eral mailing  list,"  kept  standing  in  type  in  the  rubber-stamp  section 
of  the  Office  of  the  Secretary,  be  turned  over  to  the  Division  of  Publi- 
cations and  stenciled,  to  be  used  for  mailing  publications  when  re- 
quested. The  other  lists  of  the  bureau  which  are  kept  at  the  rubber- 
stamp  section  are  for  use  in  mailing  service  announcements,  instruc- 
tions to  employees,  circular  letters,  and  a  special  list  of  southern 
newspapers  which  occasionally  receive  such  information  as  the  bureau 
may  prepare  relating  to  tick  eradication,  and  may  properly  be  main- 
tained as  at  present;  also  that  each  subdivision  of  the  lists  turned  over 
to  the  Division  of  Publications  be  "  keyed,"  so  that  any  name  may 
be  readily  located. 

(5)  That  all  lists  of  the  Bureau  of  Statistics  now  in  the  rubber- 
stamp  section  be  turned  over  to  the  Division  of  Publications. 

(6)  The  Biological  Survey  keeps  a  card  list  from  which  it  writes 
franks  or  addressed  envelopes  which  are  furnished  to  the  Division 
of  Publications  for  mailing  such  publications  as  the  Fauna,  which 
are  not  for  general  distribution.  This  list  is  very  small,  and  it 
would  seem  to  be  a  waste  of  time  and  money  to  transfer  it  to  the 
Division  of  Publications  to  be  put  on  stencil. 

(7)  That  the  List  of  Station  Publications  Received  by  the  Office 
of  Experiment  Stations  be  discontinued. 

(8)  That  all  mailing  lists  be  revised  and  brought  up  to  date  at 
least  once  in  every  two  years. 

(9)  That  in  all  cases  where  franks  or  envelopes  for  special  lists 
are  addressed  in  a  bureau  or  office,  except  letters  of  instruction  to 
employees,  they  be  sent  to  the  Division  of  Publications  for  use  in 
mailing  the  desired  publications;  and  that  no  envelopes  or  franks, 
after  being  addressed  in  the  Division  of  Publications,  be  forwarded 
to  any  bureau  for  the  purpose  of  mailing  any  publication,  press 
notice,  circular  letter,  etc. 
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(10)  That  bureaus  discontinue  the  sending  of  publications  to 
foreign  addresses  additional  to  their  mailing  lists  or  in  excess  of 
the  monthly  allotment  as  approved  by  the  Secretary.  The  regular 
foreign  mailing  list  should  include  every  one  whom  the  bureaus 
should  desire  to  supply  with  its  publications,  for  the  purpose  of 
exchange  or  otherwise.  If  employees  have  been  specially  favored 
by  foreigners  and  desire  to  send  them  publications,  the  allotment 
of  numbered  slips  would  suffice  in  such  cases. 

(11)  That  all  publications  that  are  to  be  sent  to  England,  Ger- 
many, and  France  be  forwarded  through  the  Smithsonian  Institu- 
tion. For  years  the  publications  have  been  forwarded  to  all  foreign1 
addresses  by  regular  mail  at  the  rate  of  8  cents  per  pound,  and  the 
expense  last  year  was  $2,572.52.  Mail  to  England,  Germany,  and 
France  can  be  sent  once  a  week  through  the  Smithsonian  Institution, 
the  rate  being  only  5  cents  per  pound ;  the  saving  thus  effected  would 
be  about  $800  a  year.  Mail  intended  for  other  foreign  countries 
should  continue  to  be  sent  from  the  department  in  order  to  insure 
prompt  transmission  and  delivery. 

(12)  That  all  miscellaneous  foreign  letters  requesting  publications 
be  forwarded  to  the  Librarian.  This  is  advisable  in  order  that  the 
Librarian  may  ascertain  Avhether  the  writers  are  in  a  position  to 
exchange  publications.  If  not,  the  letters  should  be  turned  over  to 
the  Division  of  Publications  for  attention  and  reply.  If  the  writer, 
in  the  opinion  of  the  Librarian,  should  receive  the  publications  re- 
quested, an  order  will  be  sent  to  the  Division  of  Publications,  and 
the  letter  answered  by  the  Librarian. 

QUESTIONS   AND   SUMMARY   OF   ANSWERS. 
ALL  BUEEArS  EXCEPT  THE  DIVISION  OF  PUBLICATIONS. 

1.  Has  your  bureau  any  fund  for  printing  and  binding? 

The  Weather  Bureau  has  a  separate  fund  for  the  printing  and 
binding  of  its  own  publications.  The  other  bureaus  of  the  depart- 
ment have  no  fund  for  this  purpose. 

2.  How  do  you  secure  the  printing  and  binding  required  for  your 
bureau  ? 

The  Weather  Bureau  maintains  a  branch  printing  office  which  does 
most  of  its  work,  but  makes  a  few  requisitions  on  the  Public  Printer. 
A  few  of  their  publications  are  bound  with  paper.  The  other  bu- 
reaus of  the  department  get  their  printing  done  through  the  Chief  of 
the  Division  of  Publications,  who  draws  requisitions  upon  the  Public 
Printer  for  same.  The  binding  of  publications  is  ordered  in  the 
same  way,  according  to  General  Order  No.  130,  which  limits  a  bound 
set  of  publications  of  each  bureau  to  the  chief  and  his  assistant.  The 
amount  spent  for  binding  for  the  Librarv  during  last  vear  was 
$6,098.76. 

3.  Are  any  of  the  publications  of  your  bureau  distributed  by  you 
from  your  office?  If  so,  how  many  employees  are  engaged  in  such 
work,  and  state  amount  of  salary  each  employee  receives. 
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The  Weather  Bureau  employs  '3  clerks,  1  at  $1,200,  1  at  $720,  and 
1  at  $480,  to  distribute  its  own  publications.  The  other  bureaus  do 
not  distribute  any  publications,  except  some  unnumbered  ones  in- 
tended primarily  for  use  of  members  of  their  bureau,  or  when  the 
marking  of  certain  paragraphs  of  the  publications  will  furnish  the 
information  desired  by  correspondents. 

4.  When  specific  requests  are  received  for  publications  of  your 
bureau,  what  action  is  taken? 

As  a  general  rule,  all  requests  for  specific  publications  are  handled 
b}7  simply  referring  the  letters  to  the  Division  of  Publications  with- 
out sending  any  acknowledgment  to  the  writers  or  other  routine  pro- 
cedure. However,  some  of  the  bureaus  acknowledge  receipt  of  the 
letter  and  fill  out  a  form  which  is  sent  to  the  Division  of  Publications, 
where  the  addressing  and  mailing  are  done.  The  Bureau  of  Soils 
pays  particular  attention  to  requests  for  soil  surveys  on  account  of 
the  small  edition,  its  value,  and  the  expense  of  getting  a  reprint. 

5.  How  much  space  is  occupied  in  your  bureau  by  the  storage  of 
publications  ? 

Each  bureau  has  a  small  space  set  aside  for  storing  a  few  of  the 
publications  of  the  bureau  for  the  purpose  of  answering  letters. 
The  Bureau  of  Soils  is  storing  a  majority  of  the  soil  surveys,  because 
it  desires  that  the  distribution  be  limited  to  those  directly  inter- 
ested. 

6.  Have  you  a  mailing  list  ?    If  so,  where  is  it  kept  ? 

All  of  the  bureaus  of  the  department  have  mailing  lists.  The 
Bureau  of  Animal  Industry  keeps  its  lists  standing  in  type  at  the 
rubber-stamp  section.  These  seem  to  be  people  interested  in  some 
special  subject  of  the  bureau.  The  only  list  that  receives  all  of  the 
publications  of  the  bureau  is  List  A,  under  general  mailing  list,  the 
others  getting  circular  letters,  bureau  announcements,  etc.  The 
Bureau  of  Statistics  has  a  special  list  of  correspondents  and  ex- 
changes, a  press  list,  and  a  list  of  educational  institutions  and  libra- 
ries held  in  the  rubber-stamp  section.  All  its  other  lists  are  kept  on 
stencil  in  the  document  section  of  the  Division  of  Publications.  The 
Biological  Survey  has  a  few  special  lists  which  it  keeps  in  its  main 
office ;  the  main  list  is  kept  in  the  said  document  section.  The  Office 
of  Experiment  Stations  keeps  all  its  lists  on  stencil  in  the  said  docu- 
ment section  except  a  list  of  scientific  workers  along  agricultural 
lines  that  is  printed  by  the  Public  Printer  at  an  expense  of  about 
$30  per  month.  This  list  is  furnished  to  the  different  colleges  and 
experiment  stations  for  the  purpose  of  distributing  their  publica- 
tions. It  is  an  orange-colored  document  gotten  up  so  that  it  can  be 
used  on  a  Dick  mailing  machine.  The  other  bureaus  keep  their  mail- 
ing lists  on  stencil  in  the  document  section  of  the  Division  of  Publi- 
cations. 

7.  Is  the  mailing  list  of  your  bureau  increasing? 

The  mailing  lists  of  the  different  bureaus  are  not  increasing  to  any 
great  extent. 

8.  If  so,  to  what  extent  during  the  last  five  years  ? 

With  the  exception  of  a  few  of  the  newer  bureaus  which  have  just 
built  up  a  mailing  list,  the  increase  is  about  20  per  cent  during  the 
last  five  years. 

9.  How  do  you  decide  what  names  and  addresses  should  be  added 
to  your  mailing  list  from  time  to  time  ? 
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In  the  case  of  the  Weather  Bureau,  weekly  and  monthly  weather 
bulletins  are  sent  to  those  who  apply  for  them.  Weather  maps  are 
sent  to  all  who  display  them  or  otherwise  use  them  for  the  benefit 
of  the  public.  The  other  bureaus  take  great  care  in  adding  names 
to  the  regular  mailing  list  to  receive  all  of  the  publications  of  the 
bureau,  because  a  great  many  technical  and  scientific  publications  are 
printed  which  the  average  applicant  would  not  want.  The  chief  of 
bureau  generally  decides  when  an  application  is  from  a  library,  an 
educational  institution,  or  a  scientific  worker.  As  a  general  rule,  the 
applicant  is  put  on  the  mailing  list  to  receive  the  monthly  list  of 
publications  of  the  bureau  or  of  the  whole  department. 

10.  How  often  do  you  revise  your  mailing  list  ? 

Some  of  the  bureaus  revise  their  lists  at  stated  periods,  but,  as  a 
general  rule,  the  lists  are  not  revised  except  when  publications  are 
returned  unclaimed,  notices  of  deaths  received,  or  a  request  is  made  to. 
have  an  address  changed. 

11.  Is  the  addressing  of  the  franks  or  envelopes  for  the  mailing 
list  done  by  you  or  in  the  Division  of  Publications? 

The  addressing  of  franks  or  envelopes  is  all  done  in  the  document 
section  of  the  Division  of  Publications,  except  where  some  small 
special  list  is  kept  that  receives  technical  or  scientific  publications  of 
a  bureau ;  then  the  franks  are  addressed  in  the  bureau  and  forwarded 
to  the  Division  of  Publications  for  mailing,  but  in  a  few  instances 
the  mailing  is  done  by  the  bureau. 

12.  Are  you  complying  with  General  Order  66,  restricting  the  dis- 
tribution of  publications  abroad,  and  to  what  extent  has  your  regu- 
lar foreign  mailing  list  increased? 

General  Order  No.  66,  restricting  the  distribution  of  publications 
abroad,  is  generally  being  complied  with.  The  regular  foreign  mail- 
ing lists  are  not  increasing  to  any  great  extent. 

13.  How  many  publications  did  you  send  abroad  during  the  fiscal 
year  ending  June  30,  1910,  upon  special  authorization  of  the 
Secretary? 

Nearly  every  bureau  has  asked  the  Secretary  to  O.  K.  the  sending 
of  publications  to  foreign  addresses.  This  is  in  addition  to  their 
foreign  mailing  list  and  their  allotment  of  numbered  slips,  in  accord- 
ance with  General  Order  No.  66. 

In  recent  years  the  department  has  been  sending  all  its  foreign 
mail  direct,  at  the  rate  of  8  cents  a  pound. 

DIVISION   OF   PUBLICATIONS. 

1.  What  is  the  amount  appropriated  for  printing  and  binding? 
The  appropriation  for  printing  and  binding  is  $160,000,  and  is 

contained  annually  in  the  act  making  appropriations  for  sundry  civil 
expenses  of  the  Government. 

2.  How  do  you  determine  the  number  of  copies  of  publications  to 
be  printed? 

When  a  manuscript  is  submitted  for  publication,  it  is,  by  direction 
of  the  Secretary,  accompanied  by  a  card  upon  which  the  chief  is  re- 
quired to  state  the  number  of  copies  that  will  be  required  to  supply 
the  domestic  mailing  list  of  his  bureau;  also  the  number  of  copies 
required  for  foreign  distribution.  This  division  then  completes  the 
scheme  of  distribution,  assigning  100  copies  to  the  author ;  100  copies 
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to  the  bureau,  division,  or  office;  300  copies  to  selected  libraries; 
150  copies  for  libraries  in  agricultural  colleges  and  experiment  sta- 
tions; 203  or  1,200  copies  for  agricultural  and  other  newspapers, 
according  as  the  edition  of  the  publication  is  large  or  small,  or  popu- 
lar or  scientific  and  technical;  50  copies  to  the  Superintendent  of 
Documents;  150  for  bureaus,  divisions,  and  offices  of  the  department 
and  to  legations  in  Washington;  and  100  copies  for  reserve  for  the 
special  use  of  the  Secretary.  If  the  publication  is  inexpensive  and  of 
a  popular  character  and  there  is  likely  to  be  a  considerable  demand 
for  it,  500  or  1,000  or  even  more  copies  are  provided  for  miscella- 
neous applicants.  The  total  figures  thus  given  constitute  the  edition 
of  the  publication. 

3.  How  many  scientific,  technical,  and  popular  publications  did 
the  department  issue  during  the  fiscal  year  ending  June  30, 1910  ? 


Character  of  publications. 

Scientific  publications 76  I  6,259 

Technical  publications 36  '  2, 187 

Popular  publications 861  15, 831 

Total 973  24,277 


The  classification  indicated  above  is  somewhat  arbitrary  and  does 
not  include  publications  originally  appearing  in  one  form  and  after- 
wards reprinted  in  another. 

4.  How  are  these  publications  purchased? 

All  publications,  as  well  as  all  printing  and  binding,  are  procured 
from  the  Public  Printer  in  accordance  with  the  provisions  of  section 
87  of  the  act  approved  January  12,  1895,  relative  to  the  public  print- 
ing and  binding  and  the  distribution  of  public  documents. 

5.  What  method  is  emphyyed  in  distributing  these  publications? 
Please  answer  this  question  in  detail. 

As  soon  as  a  publication  has  gone  to  press,  an  account  is  opened 
with  that  publication,  which  shows  the  number  of  copies  ordered,  the 
date  received,  the  number  distributed,  and  the  date  of  distribution. 
The  distribution  of  that  publication  in  accordance  with  the  scheme 
already  approved  then  takes  place,  two  copies  being  sent  immediately 
to  each  bureau,  division,  and  office,  which  serve  as  notification  of  the 
appearance  of  the  publication,  immediately  followed  by  the  delivery 
of  100  copies  to  the  author,  and  a  like  number  for  the  bureau  in  which 
the  publication  was  prepared.  The  remainder  of  the  scheme  is  filled 
as  rapidly  as  possible,  including  the  mailing  to  the  bureau  or  divi- 
sional list.  There  then  remain  on  hand  only  the  copies  intended  for 
miscellaneous  distribution,  and  these  copies  are  sent  out  to  individual 
applicants  as  long  as  the  supply  lasts,  after  which  applicants  are  re- 
ferred to  the  Superintendent  of  Documents,  Government  Printing 
Office,  who  has  the  publications  for  sale  under  the  provisions  of  the 
act  of  January  12,  1895.  The  procedure  with  regard  to  popular 
publications  is  similar,  with  the  difference,  however,  that  the  editions 
are  very  much  larger,  often  millions  of  Farmers'  Bulletins  being 
received  and  distributed. 

6.  What  correspondence  do  you  conduct  with  regard  to  the  distri- 
bution of  publications? 
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Ordinarily,  if  an  applicant  be  furnished  with  the  publications  he 
requests,  they  are  simply  forwarded  to  him.  and  he  receives  no  letter 
other  than  a  printed  form  of  general  acknowledgment  stating  that 
all  available  publications  requested  have  been  sent.  This  notice  is 
inclosed  with  the  publications.  If  the  publications  can  not  be  sent 
because  the  supply  is  exhausted,  a  form  letter  is  sent  to  the  applicant 
so  advising  him,  and  generally  with  the  suggestion  that  he  apply 
to  the  Superintendent  of  Documents  for  the  publications  he  desires, 
and  statiug  the  price  at  which  the  same  may  be  procured. 

7.  What  measures  are  taken  to  prevent  duplication  in  the  distri- 
bution of  publications  ? 

A  card  index  is  kept  of  the  more  expensive  publications  of  the 
department,  such,  for  instance,  as  the  Yearbook  and  publications  of 
a  like  character.  Of  the  distribution  of  the  popular  publications, 
of  which  thousands  or  even  millions  are  distributed,  no  records  are 
kept  of  the  names  and  addresses  to  which  they  are  sent.  Such  records 
were  maintained  until  recently,  but  the  work  involved  became  too 
great  and  the  advantages  of  having  a  record  of  the  distribution  were 
not  commensurate  with  the  time,  labor,  and  expense  involved  in 
maintaining  it. 

8.  What  is  your  policy  with  regard  to  binding? 

The  policy  is  clearly  indicated  in  General  Order  No.  130  of  the 
Secretary,  which  practically  restricts  the  distribution  to  libraries. 
It  is  customary  to  bind  for  the  chief  and  assistant  chief  of  a  bureau  a 
set  of  the  publications  of  that  bureau.  Binding  for  the  department 
Library  has  always  been  considered  a  legitimate  expenditure,  as  a 
proper  measure  of  preserving  the  publications. 

9.  How  much  was  expended  for  binding  during  the  fiscal  vear 
1910? 

The  amount  expended  for  binding  for  the  year  was  $8,911.52,  of 
which  sum  $6,098.76  was  for  the  Library  and  the  remainder  for  the 
various  bureaus,  divisions,  and  offices,  most  of  which  also  have 
libraries. 

10.  What  efforts  are  made  to  secure  uniformity  in  the  size  and 
style  of  bound  volumes? 

The  style  of  binding  for  libraries  is  prescribed  by  law  (section  26 
of  the  act  of  January  12,  1895)  as  follows: 

Libraries  of  the  several  departments  *  *  *  may  have  books  for  the  ex- 
clusive use  of  said  libraries  bound  in  half  turkey  or  material  not  more  ex- 
pensive. 

The  size  of  bound  volumes  varies,  but  generally  should  not  exceed 
1,200  pages. 

11.  Do  you  distribute  bound  volumes?     If  so.  where? 

With  the  exception  of  the  Yearbook,  annual  report  Department 
of  Agriculture,  report  of  the  Chief  of  the  Bureau  of  Animal  Industry, 
report  of  the  Office  of  Experiment  Stations,  Field  Operations  of  the 
Bureau  of  Soils,  the  printing  of  which  is  authorized  by  law,  no 
bound  volumes  are  distributed.     Books  are  bound  for  office  use  only. 

12.  To  what  extent  are  publications  distributed  to  Members  of 
Congress  ? 

All  publications  are  distributed  to.  or  upon  the  request  of,  Members 
of  Congress  the  same  as  to  private  individuals,  as  long  as  the  stock 
will  permit ;  that  is,  after  the  department's  regular  lists  have  been 
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supplied,  copies  for  such  distribution  being  taken  from  the  number 
set  aside  in  every  scheme  of  distribution  for  miscellaneous  demands. 
Under  the  law  four-fifths  of  all  Farmers'  Bulletins  secured  with  the 
special  appropriation  of  $125,000  for  printing  them  are  reserved  for 
distribution  to,  or  upon  the  orders  of,  Senators,  Representatives,  and 
Delegates  in  Congress. 

13.  Was  all  of  our  job  work,  both  large  and  small,  done  in  the 
branch  printing  office  while  it  was  here? 

Only  the  small  job  work  was,  as  a  rule,  done  at  the  branch  print- 
ing office  when  it  was  located  in  the  department,  comprising  letter- 
heads, envelopes,  blanks,  tags,  labels,  etc.,  and  occasionally  a  pam- 
phlet of  a  few  pages. 

14.  Since  the  branch  printing  office  has  been  abolished,  what  has 
been  the  relative  cost,  efficiency,  and  time  for  job  work? 

Since  the  branch  printing  office  was  abolished,  the  work  formerly 
done  there  has  been  secured  at  less  cost  at  the  main  office,  the  saving 
being  about  30  per  cent,  and  the  department  has,  in  addition,  the  use 
of  the  five  rooms  occupied  by  the  branch.  The  work,  as  a  whole,  is 
better  executed  at  the  main  office,  because  it  has  better  facilities  and 
equipment.  More  time  is  now  generally  required  to  secure  job  work, 
but  in  a  genuine  emergency  a  large  job  can  be  obtained  with  greater 
promptness  than  in  the  branch. 

15.  When  job-work  printing  is  requested  for  field  use,  what  is  the 
method  of  delivery?     (a)  Small  jobs,     (h)  Large  jobs. 

All  job  work,  whether  large  or  small,  is  delivered  to  this  division 
and  then  delivered  to  or  removed  by  the  bureau,  division,  or  office  for 
whose  use  it  is  procured.  This  method  insures  close  inspection  and 
an  accurate  account  of  the  work  received.  The  small  jobs  are  re- 
moved by  the  bureaus  themselves,  while  the  larger  ones  are  delivered 
by  the  wagon  belonging  to  this  division. 


PUBLICITY. 

GENERAL  SUMMARY. 

Press  notices. — The  Bureau  of  Soils,  which  sent  out  1,200  press 
notices  the  last  fiscal  year,  and  the  Forest  Service,  which  sent  out  150, 
are  the  only  ones  which,  to  any  extent,  prepare  articles  for  the  press. 
Some  work  of  this  character  is  also  done  by  the  Bureau  of  Animal 
Industry,  and  the  Division  of  Publications  prepares  press  notices  of 
the  departmental  publications. 

Purpose. — The  purpose  of  press  notices  prepared  in  the  department 
is  to  keep  the  public  informed  of  the  work  of  the  department.  News- 
papers and  magazines  give  wide  dissemination  of  information  which 
should  reach  the  public. 

(Detailed  questions  and  the  answers  of  the  various  bureaus  will  be 
found  directly  after  the  recommendations  of  the  committee  upon  this 
subject.) 

RECOMMENDATIONS  OF  THE  COMMITTEE. 

The  following  recommendations  are  made: 

(1)  That  each  bureau  take  special  pains  to  inform  the  Division 
of  Publications,  by  personal  call  or  memorandum,  of  any  feature  of 
its  work  that  may  be  of  public  interest. 

(2)  That  all  press  notices  be  headed  "  U.  S.  Department  of  Agri- 
culture, Office  of  the  Secretary,"  and  be  approved  by  the  Secretary 
before  being  sent  out. 

(3)  That  all  mimeographing,  addressing  of  envelopes,  and  the 
actual  mailing  of  such  notices  be  done  by  the  Division  of  Publica- 
tions. This  should  not,  however,  include  lists  which  are  not  in  type 
and  which  are  used  but  once  or  twice  a  year. 

(4)  That  all  mailing  lists  for  such  press  notices  be  concentrated 
in  the  Division  of  Publications,  subject  to  the  same  exception  as  in 
the  preceding  recommendation. 

QUESTIONS  AND  SUMMARY  OF  ANSWERS. 

1.  To  what  extent,  other  than  personal  interviews,  if  anj^,  is  matter 
prepared  in  your  bureau  for  the  press?  How  many  employees  are 
engaged  in  such  work,  and  what  salaries  are  paid  them? 

The  Bureau  of  Soils  and  the  Forest  Service  are  the  only  bureaus 
in  the  department  that  prepare  to  any  extent  articles  for  the  press. 
The  Bureau  of  Soils  has  one  publicity  agent  at  $1,800  and  oiie  stenog- 
rapher at  $1,260  to  do  this  work.  The  Forest  Service  employs  one 
man  at  $3,000  and  one  at  $1,200,  incidental  to  other  work,  to  prepare 
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the  press  notices  for  that  bureau.  The  editorial  force  of  the  Division 
of  Publications,  in  connection  with  their  other  work,  prepare  press 
notices  of  each  publication  of  the  Department.  The  editor  of  the 
Bureau  of  Animai  Industry  prepares  press  notices  for  that  bureau. 
The  other  bureaus  prepare  very  little  material  for  the  press. 

2.  Approximately,  how  many  press  notices  were  prepared  in  your 
bureau  during  the  last  fiscal  year?  Have  yon  a  special  mailing  list 
to  which  they  were  sent?  If  so,  where  is  it  kept?  Where  is  the 
duplicating  done,  and  by  whom  are  the  envelopes  addressed  for  the 
mailing  of  such  notices? 

The  Bureau  of  Soils  sent  out  approximately  1,200  press  notices 
during  the  last  fiscal  year.  They  have  no  special  mailing  list,  but 
pick  out  a  few  persons  from  their  general  mailing  list  according  to 
the  State  or  States  to  which  the  subject  matter  relates.  If  the  sub- 
j  ect  is  of  -national  interest,  such  press  notices  are  sent  to  the  press 
associations  and  to  the  principal  dailies  and  weeklies.  The  dupli- 
cating, mailing,  and  addressing  of  envelopes  is  all  done  in  the  office 
of  publicity.  The  Forest  Service  sent  out  approximately  150  press 
notices  during  the  last  fiscal  year  to  a  special  mailing  list  which  is 
kept  in  the  Division  of  Publications.  The  duplicating  is  done  in  the 
Forest  Service,  and  a  request  is  made  upon  the  Division  of  Publica- 
tions for  addressed  envelopes  of  certain  special  lists  to  be  delivered 
to  the  Forest  Service,  and  there  the  press  notice  is  inclosed  in  the 
envelopes  and  mailed.  The  Bureau  of  Animal  Industry  issued  18 
press  notices  which  were  sent  to  special  lists,  varying  according  to 
subject,  the  territory  concerned,  etc.  The  bureau  list  is  set  up  in  type 
and  kept  in  the  rubber-stamp  factory.  The  duplicating  is  done  in 
the  editor's  office' of  the  bureau,  and  the  envelopes  are  addressed  at 
the  rubber-stamp  factory  and  delivered  to  the  bureau.  The  Bureau 
of  Chemistry  prepared  10  press  notices  on  hearings  which  were  sent 
to  trade  journals.  A  special  list  is  kept  of  these  journals  in  their 
mail  and  file  room,  where  the  mimeographing,  addressing  of  en- 
velopes, and  mailing  is  done.  The  Division  of  Publications  sent  out 
approximately  126  press  notices  on  publications  issued  by  the  depart- 
ment. They,  of  course,  did  the  mimeographing,  addressing  of 
envelopes,  and  attended  to  the  mailing  of  same.  The  other  bureaus 
sent  in  a  few  press  notices,  which  were  handled  entirely  by  the  Divi- 
sion of  Publications. 

3.  Are  all  the  press  notices  submitted  to  the  Division  of  Publica- 
tions for  approval  of  the  Secretary  ? 

All  press  notices  from  the  Bureau  of  Soils,  with  the  exception  of 
instances  where  special  requests  have  been  made  by  individual  news- 
papers for  views  on  special  subjects,  or  on  the  work  of  the  bureau 
from  the  chief,  and  in  cases  where  field  men  furnish  local  newspapers 
with  material,  have  been  submitted  to  the  Division  of  Publications 
for  approval  of  the  Secretary ;  all  other  bureaus  submit  press  notices 
to  the  Division  of  Publications  for  the  approval  of  the  Secretary. 

4.  What  was  the  object  or  necessity  for  the  preparation  of  press 
notices,  and  what  is  the  character  of  those  prepared  in  your  bureau? 

The  object  in  preparing  press  notices  is  to  keep  the  public  in- 
formed with  regard  to  the  work  of  the  department.  The  newspapers 
and  magazines  give  wide  dissemination  of  the  information  acquired 
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by  the  department  and  are  read  by  thousands  of  people  where  it  is 
possible  only  a  few  would  receive  the  information  by  the  distribu- 
tion of  publications. 

5.  To  what  extent  are  newspaper  interviews  permitted  in  your 
bureau  and  under  whose  authority? 

It  appears  that  newspaper  interviews  are  not  allowed  except  by 
permission  of  the  chief  of  bureau,  except  in  the  Office  of  Public 
Boads,  where  no  restriction  is  placed  upon  newspaper  interviews. 

6.  To  what  extent,  if  any,  does  your  bureau  furnish  franks  for  the 
return  to  the  department  of  papers  containing  the  notices  sent  out 
or  clippings  thereof  ?     Why  are  franks  sent  ? 

jSTo  franks  are  furnished  by  the  bureaus  for  the  return  to  the  de- 
partment of  papers  containing  press  notices. 

7.  Have  you  any  suggestions  to  make  along  these  lines? 

It  is  suggested  that  a  division  be  established  in  the  department 
which  will  serve  as  a  means  of  communication  between  the  various 
bureaus  and  the  press  for  the  dissemination  of  current  information. 
The  Bureau  of  Soils  suggests  that  when  it  was  the  custom  to  send 
franked  envelopes  for  the  return  of  newspapers  containing  marked- 
articles,  valuable  suggestions  were  received  from  rural  points  about 
the  bureau  which  the  press-clipping  bureaus  did  not  reach.  The 
Division  of  Publications  suggests  that  all  press  notices  be  submitted 
to  the  Secretary  for  his  criticism  and  approval ;  that  there  is  no  uni- 
formity in  distribution  of  press  notices ;  that  the  mailing  lists  are  not 
concentrated  in  one  office ;  and  that  all  press  notices  be  sent  out  with 
a  general  heading. 


REPOKTS. 

GENERAL  SUMMARY. 

Variety. — The  chief  of  each  bureau  is  required  to  submit  an  annual 
report,  and  two  distinct  annual  reports  are  required  of  the  Secretary 
by  acts  of  Congress.  There  are  also  departmental  reports,  which 
apply  to  all  the  bureaus,  except  the  Secretary's  office;  these  are  the 
so-called  Littlefield  report,  the  so-called  three  year  report,  and  the 
so-called  travel  report.  Besides  these,  eight  other  reports  are  re- 
quired, which  are  peculiar  to  the  various  bureaus. 

Cost. — The  preparation  of  these  various  reports  requires  clerical 
work,  for  which  it  is  estimated  that  $18,485  is  paid,  and  for  the  print- 
ing of  the  reports  so  prepared  $66,356.76  additional  is  expended. 

(Detailed  questions  and  summary  of  answers  by  the  various  bureaus 
will  be  found  directly  after  the  recommendations  of  the  committee 
upon  this  subject.) 

RECOMMENDATIONS   OF   THE   COMMITTEE. 

In  view  of  the  fact  that  Congress  has  recently,  upon  recommenda- 
tions suggested  by  this  committee,  removed  the  requirements  as  to 
two  of  the  larger  reports,  involving  the  department  in  an  aggregate 
expense  of  $15,610.49,  and  evidently  holds  that  the  four  other  less 
expensive  reports  are  still  necessary,  though  included  in  the  afore- 
said recommendation  of  the  committee,  it  is  believed  that  no  further 
recommendations  upon  this  subject  should  be  made  at  this  time. 

QUESTIONS  AND  SUMMARY  OF  ANSWERS. 

1.  What  congressional  reports  are  required  of  each  bureau? 
(a)  Officers'  reports ;  (h)  departmental  reports. 

The  director  of  each  office,  the  Forester,  and  the  chief  of  each 
bureau  are  required  to  submit  an  annual  report.  In  the  Secretary's 
office  four  annual  reports  are  required,  viz,  the  Secretary's  annual 
report  of  business  of  executive  matter,  the  Secretary's  report  known 
as  the  Year  Book,  the  annual  report  of  the  Solicitor,  and  the  annual 
report  of  the  appointment  clerk.  These  are  officers'  reports.  Besides 
these  there  are  departmental  reports  which  apply  to  all  bureaus  except 
the  Secretary's  office,  viz,  the  so-called  Littlefield  report,  the  so-called 
three-year  report,  and  the  so-called  travel  report.  Besides  these 
there  are  eight  other  reports  peculiar  to  the  various  bureaus  and 
offices.     Of  these  one  each  is  required  of  the  Secretary's  office,  the 
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Weather  Bureau,  and  the  Bureaus  of  Plant  Industry,  Chemistry, 
and  Soils,  while  three  are  required  of  the  Bureau  of  Animal  Industry. 

2.  Give  cost  of  clerical  help  in  the  preparation  of  these  reports 
and  the  approximate  cost  of  printing?  (a)  Officers'  reports; 
(b) departmental  reports. 

The  estimated  cost  of  clerical  help  in  both  kinds  of  reports  aggre- 
gates $24,340,  and  the  estimated  cost  of  printing  for  the  said  reports 
is  $76,112.25. 

3.  Are  any  of  these  reports  obsolete  or  unnecessary ;  if  so,  which  ? 
More  than  half  the  bureaus  think  that  some  of  the  reports  could  be 

dispensed  with,  five  agreeing  that   the  three-year   and  the  travel 
reports  are  unnecessary. 

4.  Is  there  any  considerable  duplication  of  work  in  the  prepara- 
tion of  the  so-called  Littlefield  report,  the  three-year  report,  and  in 
the  case  of  the  Bureau  of  Animal  Industry  the  meat-inspection  re- 
port? Can  not  these  reports  be  consolidated  with  economy  and 
saving  of  labor? 

On  this  question  two  of  the  bureaus  make  no  recommendation. 
All  the  others  are  of  the  opinion  that  there  is  more  or  less  duplica- 
tion which  could  be  avoided  by  consolidation. 

5.  What  suggestions,  if  any,  have  you  to  make  along  these  lines? 
Six  of  the  bureaus  make  no  recommendation;  four  believe  that 

certain  of  the  reports  should  be  eliminated,  and  five  believe  that  cer- 
tain of  the  reports  might  be  consolidated. 


SEED  DISTRIBUTION. 

GENERAL  SUMMARY. 

Organization. — The  office  having  charge  of  this  work  is  in  the 
Bureau  of  Plant  Industry,  and  Mr.  Leon  M.  Estabrook  is  in  general 
administrative  control  under  the  supervision  of  the  chief  of  bureau. 
There  are  also  offices  of  foreign  seed  and  plant  introduction  and 
forage  crop  investigations.  The  congressional  seeds  are  tested  in  the 
seed  laboratory  in  the  same  bureau. 

The  chief  of  bureau  decides  questions  of  policy,  approves  allot- 
ments of  funds,  purchases  of  seeds  and  plants,  and  quotas  of  Sena- 
tors and  Representatives. 

Seed  purchases. — Requests  for  bids  to  supply  the  seed  needed  by  the 
Government  are  sent  out  by  the  office  of  seed  distribution,  and  the- 
assistant  in  charge  of  this  office  (Mr.  Estabrook),  together  with  the 
assistant  seed  superintendent  and  the  chief  clerk,  compose  a  bureau 
board  of  awards  with  the  following  powers :  To  open  the  competitive 
bids  when  received  and  tabulate  them;  to  eliminate  such  varieties  as 
are  deemed  unsuitable;  to  check  off  the  items  to  be  accepted;  and 
to  recommend  to  the  chief  of  bureau  the  acceptance  of  such  as  are 
checked  off. 

Notification  of  the  acceptance  of  their  bids  is  sent  to  the  successful 
bidders  by  the  assistant  in  charge  of  the  office  of  seed  distribution, 
who,  as  stated  above,  is  also  one  of  the  bureau  board  of  awards. 

Congressional  distribution. — As  soon  as  the  appropriation  is  author- 
ized and  contracts  have  been  placed  an  account  is  opened  showing 
the  quota  of  seeds  and  plants  assigned  to  the  Members  of  Congress, 
and  each  Member  is  notified  of  his  quota  and  requested  to  forward  his 
addressed  franks.  When  received,  these  franks  are  sent  to  the  seed 
warehouse,  where  they  are  recorded  and  turned  over  to  the  contractor 
for  filling  and  mailing. 

Records. — Complete  record  is  kept  of  every  transaction  relating  to 
purchase  and  distribution  of  seeds. 
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Disbursements. — During  the  fiscal  year  ending  June  30,  1910,  dis- 
bursements were  as  follows: 

Expenses   of   seed   distribution,   including   purchase,   transportation,   handling, 

pocketing,  mailing,  etc. 

Vegetable  and  flower  seeds $202,317.30 

Cotton  seed 4,135.23 

Tobacco  seed 366.87 

Lawn-grass  seed 936.26 

Sugar-beet  seed 1,  837.  98 

Grape  and  strawberry  plants 992.  22 

Bulbs 2,  844.  96 

Miscellaneous  seeds 9,718.36 

$223. 149. 18 

Expense  of  shipping  and  packing 1,  797.  46 

Expense  of  seed  cleaning 362.83 

Expense  of  bulb  propagating 4,  264.  60 

Salaries : 

Administrative— 27,  677.  03 

Vegetable  and  flower  seeds 15,  834.  79 

Sugar  beet 1,  440.  00 

Miscellaneous 784.  67 

Shipping  and  packing 5,  451.  33 

Seed  cleaning 2,  620.  50 

Bulb  propagating 900.  00 

54,  70S.  32 

284,  282.  39 
RECOMMENDATIONS   OF   THE   COMMITTEE. 

The  following  recommedations  are  made: 

(1)  That  the  chief  of  bureau  be  authorized,  as  formerly,  to  make 
exigency  purchases  in  the  open  market  whenever  such  purchases  are 
necessary. 

(2)  That  in  all  purchases  valued  at  $1,000  or  more  a  contract  be 
entered  into  and  bond  be  required  of  the  vender,  except  in  case  of 
such  exigency  purchases  arising  from  failures  to  deliver  on  growing 
contracts  or  from  unsatisfactory  germination  where  immediate  ship- 
ment is  necessary  and  there  is  not  time  to  secure  the  execution  of  the 
contract  and  bond. 

(3)  That  all  bids  received  shall  be  submitted  to  the  Department 
Board  of  Awards  and  by  said  board  forwarded  to  the  chief  of 
bureau  for  recommendation.  That  in  any  case  where  said  board 
does  not  approve  the  recommendation  made  by  the  bureau  chief  the 
matter  be  referred  to  the  Secretary  for  decision. 


STORAGE  OF  RECORDS. 

GENERAL   SUMMARY. 

Means. — All  bureaus  of  the  department  have  buildings,  rooms, 
vaults,  or  office  space  for  storage  of  records.  The  aggregate  space 
so  used  at  present  is  50,036  cubic  feet,  of  which  16,433  cubic  feet  is 
rented  at  a  rental  of  $1,156.  It  is  estimated  that  124,341  cubic  feet 
additional  will  be  required  by  the  bureaus  of  the  department  during 
the  next  five  years. 

Kind  of  records. — The  character  of  the  records  stored  varies  with 
the  work  conducted  in  each  bureau.  These  records  consist  of  letter 
books,  old  correspondence  files,  photographs,  photographic  negatives, 
meteorological  records,  weather  maps,  card  records,  statistics,  manu- 
scripts, etc. 

(Detailed  questions  and  summary  of  answers  of  the  various  bureaus 
will  be  found  directly  following  the  recommendations  of  the  com- 
mittee.) 

RECOMMENDATIONS  OF  THE  COMMITTEE. 

The  following  recommendations  are  made : 

(1)  That  a  subcommittee  be  appointed  immediately  in  each  bureau 
to  examine  all  records  stored  and  make  recommendations  as  to  the 
destruction  of  such  as  may  be  found  worthless  or  of  little  value. 
That  the  chief  clerk  of  the  department  or  some  member  of  the  com- 
mittee on  efficiency  and  economy  should  be  appointed  ex  officio  chair- 
man of  the  subcommittees,  to  represent  the  administrative  office  of 
the  Secretary  and  to  supervise  the  work  with  a  view  to  making  suit- 
able recommendations  to  the  Secretary. 

(2)  That  recommendation  be  made  to  Congress  to  appropriate 
$75,000  for  the  acquisition  of  a  site  and  the  erection  and  equipment 
of  a  small  fireproof  building  close  to  the  department  reservation  for 
storage  of  all  valuable  records. 

(It  is  suggested  that  this  recommendation  be  considered  in  connec- 
tion with  the  recommendations  offered  under  the  subjects  of 
"Buildings"  and  of  "Supplies.") 

QUESTIONS  AND  SUMMARY  OF  ANSWERS. 

1.  Has  each  bureau  a  place  for  the  storage  of  records?  If  so, 
where  is  it  located  ? 

In  nearly  every  case  it  is  in  a  Government  building,  or  in  a  building 
regularly  occupied  by  the  bureau.     Animal  Industry,  however,  keeps 
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many  of  its  records  in  privately  owned  property  at  1226,  1310,  and 
1362  B  Street  SW.,  and  in  two  rooms  of  a  stable  in  an  alley  between 
B  and  C  Streets. 

2.  How  many  cubic  feet  are  contained  in  the  space,  and  what 
rental,  if  any,  is  paid  therefor? 

A  total  of  50,036  cubic  feet  is  occupied,  for  a  part  of  which,  viz, 
16,433  cubic  feet,  a  rental  of  $1,156  is  paid. 

3.  What  increase  in  space,  if  any,  is  estimated  to  be  necessary  to 
cover  the  needs  of  the  various  bureaus  during  the  next  five  years? 
Show  the  additional  space  desired  in  cubic  feet. 

124,311  cubic  feet  will  be  so  needed  in  the  aggregate ;  the  amount 
needed  by  the  Office  of  the  Secretary  being  estimated  at  95,000  cubic 
feet.  Three  bureaus,  viz,  Plant  Industry,  Soils,  and  Forest  Service, 
report  present  available  space  adequate. 

4.  Give  a  brief  description,  by  classes,  of  the  records  stored. 
Duplicates  of  appointments;  reports  to  Civil  Service  Commission; 

records  of  annual  and  sick  leaves;  circulars  of  the  Solicitor's  office, 
embodying  Federal  decisions;  original  records  of  meteorological  ob- 
servations ;  original  weather  maps ;  meat-inspection  reports  and  book 
records;  quarantine  reports;  photographic  negatives;  valuable  maps, 
tracings,  and  statistics;  silvicultural  records;  books  and  papers  con- 
taining records  of  analyses;  fiscal  records;  card  records  of  manu- 
scripts submitted  for  publication ;  tabulation  sheets,  upon  which  crop 
estimates  are  based. 

5.  What  steps  have  been  taken  to  systematically  carry  into  effect 
the  provisions  of  the  following  paragraph  of  the  agricultural  act  of 
1908: 

And  hereafter  the  Secretary  of  Agriculture   V     -^nr'--"1  — • -» 

paper,  or  otherwise  to  dispose  of  the  accumulation  of  department  files  which  do 
not  constitute  permanent  records,  and  all  other  documents  and  publications 
which  have  become  obsolete  and  worthless. 

Different  methods  have  been  pursued.  One  bureau  makes  a  prac- 
tice of  destroying  or  selling  such  records  at  two-year  intervals. 
Others  do  this  at  irregular  intervals.  Another  bureau  turns  over  old 
records  to  the  Chief  of  the  Supply  Division  for  sale  or  destruction. 

6.  Could  the  space  now  used  for  storage  be  used  to  better  advantage 
for  office  purposes? 

In  general,  no.  Only  such  space,  as  a  rule,  is  used  for  storage  pur- 
poses as  can  not  be  used  profitably  for  other  purposes. 

7.  Is  the  erection  or  rental  of  a  building  for  the  storage  of  all 
records  of  the  Department  of  Agriculture  recommended  ? 

8.  Do  the  bureaus  recommend  destroying  any  of  the  records  now 
stored  which  may  seem  to  have  some  value,  but  are  not  of  sufficient 
value  to  take  up  storage  space,  particularly  if  such  space  has  to  be 
rented?  If  so,  describe  fully  the  records  to  be  destroyed,  and  state 
how  long  they  have  now  been  stored. 

9.  Kindly  submit  suggestions  relative  to  the  general  question  of 
department  storage,  with  a  view  to  the  establishment  of  a  uniform 
and  economic  system. 

(These  questions  are  covered  by  the  recommendations  of  the  com- 
mittee.) 


SUPPLIES. 

GENERAL   SUMMARY. 

Organization, — Seven  bureaus  maintain  a  section  or  division  of  sup- 
plies, and  the  number  of  clerks  employed  therein  range  from  two, 
with  an  aggregate  salary  of  $1,560,  to  nine,  with  an  aggregate  salary 
of  $10,620.  These  divisions  or  sections  are  further  organized  by  the 
formation  of  subsections  for  purchase,  packing,  shipping,  and  mes- 
senger work.  Eight  of  the  bureaus  do  not  maintain  any  section  or 
division  of  supplies. 

The  space  actually  occupied  in  the  obtaining  and  distribution  of 
supplies  aggregates  23,844  square  feet  in  all  bureaus. 

Purchases. — In  the  majority  of  cases  requisitions  are  drawn  and 
forwarded  to  the  contractor  by  the  respective  bureaus  (or  the  divi- 
sions therein) .  With  respect  to  four  of  the  bureaus  this  work  is  done 
by  the  department  Division  of  Supplies.  In  respect  to  two  bureaus 
a  combination  of  the  preceding  methods  is  used.  Actual  purchases 
of  supplies  and  requisitions  for  them  upon  the  central  stock  are  in 
some  bureaus  restricted  to  one  officer,  but  in  most  cases  there  are 
several  who  are  so  authorized.  Practically  all  bureaus  maintain 
a  stock  of  supplies  which  will  last  several  months. 

Expendable  supplies. — About  one-half  of  the  bureaus  obtain  nearly 
all  such  supplies  from  the  department  Supply  Division.  Some  obtain 
only  a  little  this  way;  others  none  at  all.  In  the  majority  of  bureaus 
a  record  is  kept  of  the  use  of  expendable  supplies. 

Stations. — Stations  which  are  maintained  in  the  field  obtain  their 
supplies  partly  by  request  at  stated  periods,  and  partly  by  requisi- 
tions as  needs  arise. 

Invoicing1  and  records. — All  bureaus  have  some  system,  more  or  less 
elaborate,  for  keeping  a  record  of  supplies  received  and  delivered  to 
the  different  sections  or  to  field  stations,  and  practically  all  take  an 
annual  inventory  of  stock. 

(Detailed  questions  and  summary  of  the  answers  by  the  various 
bureaus  will  be  found  directly  after  the  recommendations  of  the 
committee  on  this  subject.) 

RECOMMENDATIONS  OF  THE  COMMITTEE. 

The  following  recommendations  are  made: 

(1)  That  a  system  of  forms  be  devised  for  general  use  in  all  the 
bureaus. 
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(2)  That,  in  view  of  the  recent  decision  of  June  3,  by  the  Comp- 
troller of  the  Treasury,  legislation  be  secured  from  Congress  by 
which  the  present  practice  in  the  various  bureaus  may  be  continued, 
namely,  that  the  supplies  for  all  bureaus  except  the  five  largest, 
Animal  Industry,  Weather  Bureau,  Forest  Service,  Chemistry,  and 
Plant  Industry,  be  purchased  and  handled  entirely  by  the  depart- 
ment Division  of  Supplies;  and  that  such  ordinary  supplies  as  sta- 
tionery, furniture,  etc.,  for  the  Bureaus  of  Animal  Industry  and 
Plant  Industry  be  also  purchased  and  handled  by  the  department 
Division  of  Supplies. 

(3)  That  authority  be  asked  of  Congress,  when  the  estimates  are 
submitted,  to  include  a  provision  in  the  bill  allowing  an  exchange  of 
typewriting  machines,  and  if  possible  other  machines,  such  as  those 
for  adding,  computing,  addressing,  and  duplicating. 

(4)  That  in  any  plans  for  additional  buildings  for  the  department 
the  question  of  increased  space  for  supplies  be  given  careful  consid- 
eration. 

QUESTIONS  AND  SUMMARY  OF  ANSWERS. 

1.  Does  your  bureau  maintain  a  division  or  section  of  supplies? 
If  so,  what  is  its  organization  and  extent ;  give  number  of  employees 
engaged,  with  grade  and  salary  of  each,  indicating  whether  employed 
for  purchasing,  packing  and  shipping,  or  miscellaneous,  and  as 
messengers  ? 

Seven  bureaus  maintain  a  division  or  section  of  supplies,  requiring 
the  services  of  45  employees  with  salaries  aggregating  $51,260.  The 
largest  section  is  in  Animal  Industr}^,  where  nine  clerks  are  employed 
at  an  aggregate  salary  of  $10,620,  and  the  smallest,  the  Bureau  of 
Statistics,  where  two  are  employed  with  salaries  aggregating  $1,560. 
Two  bureaus  have  each  one  clerk  at  a  salary  of  $1,200,  who  have 
charge  of  the  supplies  of  materials  for  current  use.  The  other  six 
bureaus  have  no  such  organization. 

2.  Are  purchase  requisitions  drawn  and  forwarded  to  contractor 
by  your  bureau  or  division,  or  by  the  Division  of  Supplies  ? 

In  the  majority  of  cases  requisitions  are  drawn  and  forwarded  to 
the  contractor  by  the  respective  bureaus  (or  the  divisions  therein). 
With  respect  to  four  of  the  bureaus,  this  work  is  attended  to  by  the 
department  Division  of  Supplies,  and  Avith  respect  to  two  bureaus 
the  requisitions  are  drawn  in  the  department  Division  of  Supplies, 
but  are  forwarded  by  the  bureau. 

3.  What  percentage  of  your  expendable  supplies  are  obtained  from 
the  Supply  Division  of  the  department  ? 

In  the  office  of  the  Secretary  all  are  so  obtained.  Five  of  the 
bureaus  so  obtain  "  practically  all,"  the  other  bureaus  obtain  various 
amounts  clown  to  less  than  1  per  cent  by  Chemistry,  and  none  at  all 
by  three  other  bureaus. 

4.  Is  any  record  maintained  of  expendable  articles,  such  as  pencils, 
paper,  inkwells,  etc.,  of  the  amount  used  03^  stations  or  divisions? 

In  nine  of  the  bureaus  such  a  record  is  kept;  in  the  others  it  is  not. 

5.  Is  a  record  of  stock  maintained  showing  incoming  and  outgoing 
shipments  ? 
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All  bureaus  keep  some  such  record,  except  Accounts  and  the 
Library,  where  it  is  "  not  necessary." 

6.  Does  your  bureau  or  division  purchase  supplies  as  they  are 
needed,  or  is  a  stock  maintained  to  cover  your  needs  for  a  number  of 
months  ? 

In  all  but  three  bureaus  (Entomology,  Accounts,  and  Library) 
such  a  stock  is  maintained. 

7.  Are  stations  furnished  with  supplies  as  they  are  needed,  or  are 
their  wants  anticipated  by  sending  in  monthly  or  quarterly  requests  ? 

Stations  which  are  maintained  in  the  field  obtain  their  supplies 
partly  by  requests  at  stated  periods  and  partly  by  requisitions  as 
need  arises. 

8.  What  is  the  system  of  invoicing  and  records,  etc.  ? 

All  bureaus  have  some  system,  more  or  less  elaborate,  for  keeping 
a  record  of  supplies  received  and  of  those  delivered  to  the  different 
sections  or  to  the  field  stations. 

9.  Is  an  annual  or  semiannual  inventory  taken,  and  what  is  the 
method  of  checking  up  against  divisions  or  stations  ? 

The  Librae  takes  inventories  only  when  required  by  the  Supply 
Division  or  the  chief  clerk.  Statistics  takes  such  inventory  quarterly, 
and  all  other  bureaus  take  an  annual  inventory,  which  is  checked 
against  the  items  charged  to  the  various  divisions  of  field  stations. 

10.  This  should  be  accompanied  by  a  complete  set  of  forms,  viz: 
Supply  and  purchase  requisitions ;  invoice  record,  cards  or  sheets ;  in- 
ventory summaries,  or  forms  for  abstracts  or  returns. 

All  bureaus  complied  with  this  request. 

11.  What  is  the  total  number  of  square  feet  of  floor  space  actually 
occupied  in  the  purchase  and  distribution,  etc.,  of  supplies? 

The  total  number  of  square  feet  so  occupied  is  23,844.  The  Library 
occupies  none  in  this  way ;  Accounts,  8  square  feet,  and  the  Weather 
Bureau,  the  largest  space,  namely,  6,528. 

12.  Does  your  bureau  use  any  supplies  peculiar  to  your  work  and 
not  used  by  other  bureaus?     If  so,  indicate  what  amount  and  cost. 

All  but  the  Bureaus  of  Soils,  Statistics,  Accounts,  the  Library,  and 
Public  Roads  use  supplies  of  this  character.  The  Forest  Service  does 
not  specify,  claiming  that  it  can  not  do  so.  The  total  value  of  such 
property,  as  reported  by  the  different  bureaus,  is  $147,650.42. 

13.  Do  your  traveling  and  station  employees  purchase  any  supplies 
under  authorization,  and  what  record  do  you  maintain  of  such  pur- 
chases and  supplies? 

Five  bureaus  answer  this  question  in  the  negative,  and  in  the  others 
it  is  done  to  a  limited  extent  under  restriction,  and  in  most  cases 
record  is  kept  of  such  purchases. 

14.  Indicate  clearly  what  employees  have  authority  (a)  to  actually 
purchase  supplies;  (&)  to  make  requisitions  for  supplies  upon  a  cen- 
tral stock. 

Actual  purchases  of  supplies  and  requisitions  for  them  upon  the 
central  stock  are  in  some  bureaus  restricted  to  one  officer,  but  in  most 
cases  there  are  several  who  are  so  authorized. 


TELEPHONING  AND  TELEGRAPHING. 

GENERAL   SUMMARY. 

Long-distance  telephone. — This  is  used  only  moderately  and  only 
when  very  necessary.  In  the  fiscal  year  ending  June  30,  1910.  1,000 
messages  were  sent,  at  a  cost  of  $421.73.  There  is  no  contract  with 
any  of  the  companies  for  this  service,  the  charges  being  the  usual 
commercial  rates. 

Interior  telephone  system. — Nine  bureaus  have  such  a  system,  which 
results  in  great  saving  of  time. 

Telegraph. — About  426,385  messages  were  sent  during  the  fiscal 
year  ending  June  30,  1910,  at  a  cost  of  $251,638.  Of  this  number  the 
Weather  Bureau  sent  nearly  400,000.  at  a  cost  of  $240,000.  About  10 
per  cent  of  the  messages  are  night  messages. 

(Detailed  questions  and  summary  of  the  answers  of  the  various 
bureaus  will  be  found  directly  after  the  recommendations  of  the 
committee  on  this  subject.) 

RECOMMENDATIONS  OE  THE  COMMITTEE. 

The  following  recommendations  are  made : 

(1)  That  a  regulation  be  drawn  to  increase  the  use  of  night  mes- 
sages in  preference  to  day  messages  after  certain  hours  of  the  day. 

(2)  That  steps  be  taken  by  the  Government  to  secure  contracts  with 
the  telephone  companies  for  the  purpose  of  obtaining  more  favorable 
rates  then  now  prevail  (this  recommendation  has  already  been  sub- 
mitted to  Dr.  F.  A.  Cleveland,  of  the  President's  Commission  on 
Economy  and  Efficiency). 

QUESTIONS  AND  SUMMARY  OE  ANSWERS. 

1.  To  what  extent  is  the  long-distance  telephone  used  in  transact- 
ing official  business  between  the  bureau  in  Washington  and  offices, 
agents,  or  parties  outside  of  Washington  or  at  a  distance  from  the 
central  office? 

The  long-distance  telephone  is  used  moderately,  economically,  and 
only  occasionally  by  officials  of  the  department  in  Washington  in 
transacting  official  business  with  offices  and  parties  outside  of 
Washington. 

2.  Give  number  and  cost  of  such  messages  during  fiscal  year  1910. 
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The  total  number  of  long-distance  telephone  messages  sent  during 
the  fiscal  year  1910  was  about  1,000,  at  a  cost  of  $421,  distributed 
among  the  different  bureaus  as  follows: 


Bureau  or  office. 

Number 
of  mes- 
sages, 
1910. 

Cost  in 
1910. 

Bureau  or  office. 

Number 
of  mes- 
sages, 
1910. 

Cost  in 
1910. 

Weather  Bureau 

158 
143 
365 
130 

122 

None. 

11 

4 

1 

$27.  00 

38.55 

104. 00 

141.08 

66.25 

11 

None. 

None. 

None. 

5 

50 

$1.60 

Animal  Industry 

Plant  Industry 

Accounts  and  Disbursements 

Chemistry 

Forest  Service 

1.05 

Soils 

40.00 

1.10 

1.00 

.10 

Total     

Biology 

1,000 

421  ?a 

Statistics 

3.  Is  there  any  contract  or  agreement  with  telephone  companies 
governing  the  use  of  the  telephone  for  long-distance  messages? 

There  is  no  contract  between  the  department  or  bureaus  and  tele- 
phone companies  covering  the  use  of  the  telephone  for  long-distance 
messages,  settlement  being  made  on  basis  of  the  regular  commercial 
rates. 

4.  What  officials  or  employees  are  authorized  to  use  the  telephone 
for  long-distance  messages,  and  how  is  the  authorization  secured? 

Only  chiefs  of  bureaus,  divisions,  and  officials  in  charge  of  inde- 
pendent lines  of  work  are  authorized  to  use  the  telephone  for  long- 
distance messages;  written  authority  is  not  required,  and  care  and 
economy  are  uniformly  used  in  telephoning. 

5.  Give  your  opinion  as  to  the  efficiency  and  economy  of  more  ex- 
tensive use  of  such  service. 

In  general,  the  different  branches  of  the  department  use  the  tele- 
phone in  lieu  of  telegraph  or  travel  where  possible,  and  it  is  not  be- 
lieved that  any  material  extension  of  such  service  is  necessary. 

6.  Is  there  an  interior  communicating  telephone  system  in  use  in 
37our  bureau? 

The  following  statement  shows  that  nine  bureaus  have  inter- 
communicating telephone  systems,  and  all  report  them  as  being  satis- 
factory, economical,  and  necessary  as  a  time  saver. 

7.  If  such  a  system  is  in  use,  give  name,  capacity,  extent  of  use, 
and  state  its  advantages  as  to  economy  of  time  and  money. 

There  are  4  Holtzer-Cabot  systems  in  use ;  3  Bi-une  automatic  sys- 
tems; 1  Kellogg;  3  Chesapeake  &  Ohio;  and  other  offices  depart- 
mental system  of  Chesapeake  &  Potomac.  The  highest  capacity  is 
that  used  in  the  Forest  Service,  namely,  58.  The  lowest  is  one  of 
those  used  in  Plant  Industry,  namely,  6.  All  bureaus  report  the  use 
of  these  systems  as  resulting  in  great  economy  of  time  and  very 
efficient. 

8.  Give  total  approximate  number  and  cost  of  telegraphic  mes- 
sages sent  and  received  by  the  bureau  during  the  fiscal  year  ended 
June  30,  1910. 

Approximately  426,385  messages  were  sent  and  received  for  the 
entire  department,  at  a  total  cost  of  $251,638,  of  which  nearly  400,000 
messages  at  a  cost  of  $240,000  related  to  Weather  Bureau. 
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Bureau  or  office. 

Number 
of  mes- 
sages. 

Cost. 

Bureau  or  office. 

Number 
of  mes- 
sages. 

Cost. 

Weather  Bureau 

397, 278 

2,477 

4,000 

4,900 

13,  000 

400 

500 

36 

$240, 000 

814 

1,  325 

2,600 

5, 445 

101 

200 

73 

1,225 

580 

10 

50 

1, 229 

700 

8460 

Animal  Industry 

Plant  Industry 

!  Experiment  Stations 

209 
3 

Chemistry 

Forest  Service 

Accounts  and  disbursements . 

15 
202 

Soils 

191 

Total 

Biological  Survey 

426,  385 

251, 638 

9.  What  percentage  of  all  telegrams  sent  and  received  is  under 
night-message  rates  ? 

Nearly  all  bureaus  of  the  department  report  only  a  small  per- 
centage of  all  telegrams  sent  and  received,  under  night-message 
rates — 10  per  cent  and  less. 

The  Weather  Bureau  has  a  special  contract  with  the  Western 
Union,  International  Ocean,  and  Postal  Telegraph  Cable  Cos.,  in 
accordance  with  which  all  Western  Bureau  messages  are  given  rates 
considerably  lower  than  the  commercial  rates,  and  with  no  distinc- 
tion between  night  and  day  rates. 

10.  Give  regulations  or  instructions  which  may  exist  as  to  use  of 
night  messages,  where  possible,  in  preference  to  day  rates. 

There  are  no  departmental  or  bureau  regulations  as  to  the  use  of 
night  messages,  where  possible,  in  preference  to  day  rates. 

11.  Could  a  larger  proportion  of  telegraphing  be  done  under  night 
message  rates  ? 

Xearly  all  the  bureaus  report  that  no  larger  proportion  of  tele- 
graphing can  be  done  under  night-message  rates ;  and  a  few  state  that 
it  might,  and  instructions  will  be  made  to  that  effect. 

12.  Is  it  the  practice  for  employees  and  agents  to  make  telegraphic 
report  (day  or  night  rate)  to  Washington  as  to  their  itineraries;  and, 
if  so,  what  is  the  necessity  for  same  ? 

This  is  not  the  practice  of  the  bureaus,  except  where  necessary  to 
keep  in  touch  with  employees  as  to  their  itineraries,  and  night-mes- 
sage reports  are  used  when  possible. 


ANNUAL  AND  SICK  LEAVE. 

GENERAL   SUMMARY. 

Records. — Each  bureau  keeps  its  own  records.  The  Bureau  of 
Animal  Industry  is  the  only  one  employing  a  clerk  exclusively  on 
this  work.  In  the  other  bureaus  the  time  consumed  ranges  from 
about  10  minutes  to  2J  hours  per  day,  practically  proportionate  to 
the  number  of  employees  therein. 

Leaves  taken. — During  the  year  ending  June  30,  1910,  about  58  per 
cent  of  the  employees  of  the  department  took  25  days  or  more  of  an- 
nual leave ;  about  8  per  cent  of  the  employees  took  25  days  or  more 
of  sick  leave ;  and  6-J-  per  cent  of  all  employees  took  25  days  or  more 
of  both  annual  and  sick  leave. 

Probationary  and  field  employees. — Until  the  promulgation  of  the 
new  regulations,  January  1,  1911,  there  was  no  uniformity  in  the 
practice  of  granting  leave  to  these  classes  of  employees. 

Per  diem  employees. — Until  the  promulgation  of  the  new  regula- 
tions, January  1,  1911,  annual  leave  was  not  granted  to  employees 
of  this  class,  except  in  the  Forest  Service,  in  which  it  was  allowed 
or\]y  to  those  whose  appointments  did  not  specify  that  they  were  to 
be  paid  for  days  actually  employed. 

(Detailed  questions  and  answers  of  the  various  bureaus  will  be 
found  directly  after  the  recommendations  of  the  committee.) 

RECOMMENDATIONS   OF   THE   COMMITTEE. 

The  following  recommendations  are  made : 

(1)  That  each  bureau  continue  to  keep  its  own  record  of  leave 
taken  by  its  employees  and  that  all  such  records  shall  be  carefully 
preserved  for  a  period  of  three  years. 

(2)  That  the  chief  clerk  of  each  bureau  look  after  such  employees 
as  are  in  the  habit  of  taking  25  days  or  more  sick  leave  each  year, 
in  order  to  ascertain  whether  they  are  abusing  the  privilege. 

(3)  That  for  the  purpose  of  annual  and  sick  leave,  an  employee  be 
regarded  as  "  permanent  "  who  has  served  the  probationary  period 
of  six  months,  and  that  employees  serving  their  probationary  neriod 
in  Washington  be  granted  annual  and  sick  leave  at  the  rate  of  two 
and  one-half  days  per  month,  provided  that  no  such  leave  be  granted 
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until  the  expiration  of  two  months,  and  that  employees  serving  their 
probationary  period  outside  of  Washington  be  likewise  granted  leave 
at  the  rate  of  one  and  one-fourth  days  per  month. 

(4)  Per  diem  employees  shall  not  be  granted  leave  with  pay  if 
their  appointments  state  salary  "  for  days  actually  employed  "  or  if 
their  employment  is  temporary. 

(5)  That  the  present  practice  of  granting  leave  to  emploj^ees  serv- 
ing part  of  the  year  out  of  Washington  and  part  of  the  year  in  Wash- 
ington be  continued. 

(6)  That  the  present  practice  of  allowing  an  employee 'to  break  an 
official  trip  for  the  purpose  of  taking  annual  leave  be  approved,  pro- 
Added  it  does  not  complicate  the  disbursing  office  records,  and  does 
not  interfere  with  the  work  upon  which  the  employee  is  engaged, 
and  does  not  involve  expense  to  the  Government. 

(7)  That  the  present  practice  of  granting  to  a  permanent  employee 
a  full  30  days'  leave  in  the  middle  of  a  calendar  year  be  approved, 
provided  it  does  not  interfere  with  his  work  and  it  is  his  evident 
intention  to  remain  in  the  department,  but  if  it  is  known  that  such 
employee  intends  to  resign,  that  proportionate  salary  reduction  be 
made  if  he  has  not  drawn  his  last  pay. 

(8)  That  sick  leave  shall  not  be  granted  for  less  than  one  day,  and 
if  an  employee  is  away  for  less  than  one  day  on  account  of  sickness 
it  be  charged  to  annual  leave;  and  that  a  doctor's  certificate,  or  cer- 
tificate under  oath,  be  required  in  cases  of  all  sick  leave. 

(9)  That  the. chief  clerk  of  the  department  revise  the  "  Rules  and 
regulations  regarding  annual  and  sick  leave,"  and  that  whenever 
special  cases  arise  they  be  referred  to  the  chief  clerk  of  the  depart- 
ment for  decision. 

(These  recommendations  have  already  been  presented,  and  having 
been  considered  by  the  Secretary,  resulted  in  the  promulgation  on 
January  1,  1911,  of  General  Order  No.  144,  entitled  "Regulations 
Governing  Leaves  of  Absence  in  the  Department  of  Agriculture.") 

QUESTIONS  AND  SUMMARY  OF  ANSWERS. 

1.  How  many  employees  has  your  bureau  keeping  the  time  records 
of  annual  and  sick  leave?     (a)   State  their  salaries. 

A  summary  of  all  the  answers  to  the  above  question  seems  to  indi- 
cate that  each  bureau  is  keeping  its  own  records.  The  salaries  range 
from  $900  to  $1,400  per  annum.  The  Bureau  of  Animal  Industry 
alone  has  one  $1,400  clerk  looking  after  the  records  of  that  bureau, 
and  it  takes  the  time  of  one  clerk  in  each  of  the  other  bureaus  from 
10  minutes  to  2J  hours  per  day  to  handle  this  work. 

2.  Is  it  possible  for  the  time  clerk  of  the  department  to  keep  the 
above  time  records  of  your  bureau  and  have  just  as  efficient  and 
quick  work  done?  (a)  Both  in  the  District  and  outside;  (b)  please 
answer  this  in  detail. 
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One  or  two  small  bureaus  are  inclined  to  favor  the  keeping  of  the 
records  in  the  central  office,  but  an  overwhelming  majority  are 
against  it,  for  the  reason  that  the  work  will  not  be  as  quickly  done, 
the  service  will  not  be  as  efficient,  and  that  they  must  have  a  ready 
reference  to  the  records  before  they  grant  leave,  also  before  they  can 
certify  to  the  pay  rolls. 

3.  Please  state  the  per  cent  of  employees  that  took  25  days  or  more 
annual  leave  during  the  calendar  year  1909. 

Fifty-eight  and  four-tenths  per  cent. 

4.  Please  state  the  per  cent  of  employees  that  took  25  days  or 
more  sick  leave  during  the  calendar  year  1909. 

Seven  and  seven-tenths  per  cent. 

5.  Please  state  the  per  cent  of  employees  that  took  25  days  or  more 
of  both  annual  and  sick  leave  during  the  calendar  year  1909. 

Six  and  five-tenths  per  cent. 

6.  Whom  do  you  consider  to  be  a  permanent  employee  ? 

The  answers  to  this  question  are  varied  from  an  employee  who  has 
been  in  the  service  one  year  or  more ;  whose  appointment  is  not  lim- 
ited ;  who  receives  a  regular  appointment ;  who  receives  a  permanent 
appointment  and  occupies  a  statutory  position;  who  has  been  ap- 
pointed from  a  permanent  civil-service  certificate;  who  has  passed,  the 
probationary  period;  one  holding  a  permanent  appointment  involv- 
ing continuous  service  less  the  usual  leave  privileges ;  all  who  are  not 
definitely  appointed  for  temporary  service. 

7.  What  is  your  policy  with  regard  to  granting  annual  and  sick 
leave  to  employees  serving  their  probationary  appointment,  both  in 
and  out  of  Washington? 

The  replies  to  the  above  question  are  very  different,  one  bureau 
granting  annual  and  sick  leave  at  the  rate  of  two  and  one-half  days 
per  month  in  Washington  for  the  first  year  after  services  have  been 
rendered :  others  granting  two  and  one-half  days  per  month  for  the 
first  six  months;  others  treat  probationary  employees  the  same  as 
permanent  employees;  another  compelling  an  employee  to  work  two 
months  before  any  leave  will  be  granted ;  another  granting  sick  leave 
at  the  rate  of  two  and  one-half  days  per  month  in  meritorious  cases. 

8.  Have  you  any  recommendations  regarding  the  annual  and  sick 
leave  for  employees  outside  of  the  District  ? 

About  half  of  the  bureaus  make  no  recommendations;  the  other 
half  are  of  the  opinion  that  the  employees  outside  of  the  District 
should  receive  the  same  leave  as  those  in  the  District. 

9.  For  the  purpose  of  annual  leave,  what  rule  do  you  use  whether 
a  per  diem  employee  is  entitled  to  leave  ? 

With  one  exception,  no  leave  is  granted  to  per  diem  employees,  the 
Bureau  of  Forestry  granting  the  customary  annual  and  sick  leave  to 
employees  whose  appointments  do  not  specify  payment  for  days 
actually  employed.     See  decision  of  solicitor. 

10.  What  is  the  rule  as  to  granting  annual  and  sick  leave  to  em- 
ployees who  serve  part  of  the  year  out  of  Washington  and  in  Wash- 
ington ? 

The  practice  seems  to  be  to  grant  employees,  regardless  of  their 
headquarters,  leave  at  the  rate  of  two  and  one-half  days  per  month 
for  time  actually  spent  in  Washington,  and  at  the  rate  of  one  and 
one-fourth  days  for  the  time  actually  spent  in  the  field. 
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11.  Which  of  such  employees  are  granted  30  and  which  15  days? 
(a)  Lump-sum  employees,  (b)  statutory  employees. 

See  answer  to  question  10  (a  and  6).  All  employees  in  the  District, 
if  permanent,  either  on  the  lump  or  statutory  roll,  receive  30  days' 
annual  leave ;  all  employees  outside  of  "Washington  are  on  the  lump 
roll  and  receive  15  days'  leave,  with  the  exception  of  those  in  the 
solicitor's  and  disbursing  offices,  who,  by  a  comptroller's  decision,  are 
entitled  to  30  days'  annual  leave. 

12.  What  is  your  policy  as  to  granting  requests  of  employees  who 
desire  to  break  an  official  trip  for  the  purpose  of  taking  annual  leave? 

The  above  request  is  usually  granted. 

13.  If  a  permanent  employee  should  request  30  days'  annual  or 
sick  leave,  or  both,  during  the  first  five  months  of  the  calendar  year, 
would  }^ou  recommend  that  he  be  given  the  full  time  asked  for,  or 
would  you  recommend  that  he  be  given  two  and  one-half  days  per 
month  for  the  time  he  has  served? 

The  indications  are  that  if  it  would  not  interfere  with  the  work, 
the  full  30  days'  annual  leave  would  be  granted ;  also  30  days  in  case 
of  sickness. 

14.  Considering  that  an  employee  is  entitled  to  30  da}^s'  annual 
leave  during  any  one  calendar  year,  and  such  employee  has  been 
granted  20  days'  annual  leave  during  the  first  six  months,  at  the  end 
of  which  time  he  resigns,  figuring  at  the  rate  of  two  and  one-half  days 
per  month,  would  you  deduct  the  difference  between  15  days,  which 
he  is  entitled  to  at  two  and  one-half  days  per  month,  and  the  amount 
he  has  taken  and  reduce  his  last  salary  check  accordingly? 

Some  say  yes  and  some  say  no. 

15.  Do  you  believe  that  the  leave  regulations  should  be  amended 
in  any  way?     If  so,  state  in  what  particulars. 

It  is  suggested  that  leave  be  changed  from  the  calendar  year  to  the 
fiscal  year;  that  the  leave  regulations  be  brought  up  to  date;  that 
the  law  should  be  amended  to  make  annual  leave  cumulative  for 
three  years,  and  to  reduce  the  sick  leave  to  15  days  annually  and  make 
it  cumulative  indefinitely;  that  clerks  remain  away  from  office  for  a 
whole  day  because  no  sick  leave  is  granted  for  less  than  a  day;  that 
the  one  day's  sick  leave  be  abolished,  because  many  employees  who 
take  sick  leave  for  one  day  would  not  remain  away  if  such  absence 
were  charged  to  annual  leave. 

16.  Is  there  any  good  reason  in  your  opinion  why  requests  for 
leave  should  be  submitted  to  the  chief  clerk  of  the  department? 

Practically  all  of  the  bureaus  are  of  the  opinion  that  no  good  pur- 
pose is  served  by  submitting  the  leave  slips  to  the  chief  clerk  of  the 
department ;  several  suggest  that  exceptional  cases  be  submitted  to 
him  for  decision;  that  a  daily  record  of  the  annual  and  sick  leave, 
taken  both  in  and  out  of  Washington,  be  sent  to  the  chief  clerk's  office 
at  the  end  of  each  month ;  others  suggest  that  the  chief  clerk  of  the 
department  can  not  be  familiar  with  the  conditions  existing  in  the 
bureaus  and  is  not  in  position  to  determine  whether  a  leave  request 
should  or  should  not  be  granted,  therefore  the  submitting  of  such  re- 
quests to  him  is  purely  a  matter  of  form  and  causes  delay  in  action 
on  the  requests. 

17.  In  your  opinion,  is  a  doctor's  certificate  under  oath  necessar}^ 
for  an  absence  of  more  than  one  day;  would  not  a  certificate  on  honor 
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answer  the  same  purpose  and  result  in  economy,  as  employees  would 
not  have  to  lose  time  in  getting  these  papers  executed  ? 

The  replies  are  about  evenly  divided  as  to  requiring  a  doctor's 
certificate  under  oath  for  sickness  for  more  than  one  day;  some  sug- 
gest that  certificates  on  honor  would  be  preferable ;  another  suggests 
that  where  a  doctor  is  not  consulted  for  an  absence  of  three  days  or 
less  a  certificate  on  honor  should  answer. 


o 


pJ 


